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REVISION HISTORY

Version EEUS Extent of Revision
Approval
December Consolid#ion of existing records serie®mmon to all local governmeiigenciegfrom all local government general schedulesd a single records retention schedule
1.0 No changes to records series titles, descriptions, retention perididposition authority numbers (DANs), archival designationsEXCEPTIONII Auplicae DANshave
16,2008 beenassigned new DAN®ew series relating to Electronic Imaging Sysé®iS) source documents (DAN@EB14).
Complete revision dihformation Managementunction. New Records Conversion activity creatédbrary records seriegransferredfrom Local Government General
Records Retention Schedule (LGGRBSion 5.@nd updated Electronic Information Systems activity completely revised and placed in Asset Management functi
20 January 28| New archival designations introducétall new and revisedecords series. (Definitions can be found in th8lossary) Revision numbers have been added to all
’ 2010 Disposition Authority Numbers (DANg).new sectionRecords with Minimal Retention Valueoversrecordspreviously covered by GSB2 (which has been
discontinued) wS Y2 3SR a{ SO2yRINE [/ 2LRE¢ | YR ansdanid rMsedsorddriesizAlgoamosed extrahdousbted Abjoud vevisiors 3
and corrections in all records series.
Recordsseriesin the Risk Management/Insurance and Legal sectioogefing accidents/incidents, guardian permission for minors, and claims for daphmayesbeen
July 29 revised. The Industrial Insuranag 2 NJ &mMger3ation) section has been updated and consolidaied,a new series covering LEOFF 1 claims has been a@&&d.
2.1 ' | 01-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, such as liabilitholiivens)less agreements, insurance
2010 waivers, etc. Two new seriesvering agency strategic plans have been addAcew series covering Superior Court source records (which have been reproduced
been added.An obsolete records series relating to public disclosure requests has been discontinued.
Critical updates based on user feedbfgiut. 36 pages removed77 records series discontinue@4 revised, and 8 added. 31 existing series relating to financial
transactions have been consolidated irBmew series:Financial Transactiong General andFinancial Transactiong Bond, Grant and Levy Projects9 existing series
29 December | relating to meetings and hearings have been consolidated2rexisting and4 new series.! RR S &sigrations column rS Y2 BSR aLGSY Record z ¢
’ 15,2011 |/ 2 L&nR = & w S Xoludihsid(®meremarkshave beet RRSR (2 RS a ONAIkStokds séries rlatidgtiopirdhasingthave been moved to Financial
Management Purchasing.The Contracts and Agreements section has been updated/enhaaceida new Traing section has been added to cover agepoyvided
training. (These and many momhangesare detailed inthe Revision Guide.)
November Complete revision of the Asset Management functi®hnew series7 series transferred in from LGGRR&Mea 5.2 87 seriesrevised;and 78 series
3.0 29 2012 discontinued. Multiple activities restructured and severagw activitiesaddedincluding ElectiongElected Officials, Initiatives and Referenda)

Emergency Planning, Response and Recowen;Local Governmnt Legislation.(All hangesare detailed inthe Revision Guidg
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1. AGENCY MANAGEMENT

The function relating to the overarching management of the local government agency and its general administration.da®&igcl Y I yF 3Ay 3 GKS
interaction with its community, anthanaging itdegal natters.

1.1 ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agency. Includes stierin records that can be disposed of as part of normal
administrative practice.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF REC®RD DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5001-02 | ADMINISTRATIVE WORKING FILES Destroy when obsolete or ARCHIVAL
Rev. 0 Subiject filexontaining informational copies of various records organized by issue, perg superseded elected official, (Appraisal Require}l
subject, or other areas of interest. executive and department hea NONESSENTIAL

. . . OFM
Remarks: Contact your Regional Archivist before disposing of elected official, executive of files are potentially archival

department head fils. Records from this series may be selected for transfer to and presery
at a Regional Archives branch.

GS5601-36 | APPOINTMENT CALENDARS Destroy when obsolete or NONARCHIVAL

Rev.0 | Remarks: Elected officials and department heads may want to retain apmittalendars to | Superseded NONESSENTIAL
document activities and appointments for a longer period of time. OFM

GS5001-08 | CHRONOLOGICAL REFERENCE FILE Destroy when obsolete or NONARCHIVAL

Rev.0 Also known as readingy day file Used as a chronological reference source supplement superseded NONESSENTIAL
correspondence and subject reference files OFM

1. AGENCY Page5 of 178
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1.1 ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agency. Includes stierim records that can be disposed of as part of normal

administrative practice.

DISPOSITION

RETENTION AND

NC&EE&TSZN) DESCRIPTION OF REC®RD DISPOSITION ACTION DESIGNATION
GS5001-12 | Communicationg GoverningExecutivéAdvisory Retainfor 2 years after ARCHIVAL
Rev.3 Internal and external communications, wom, and/or on behalf ofi K S | H&gfrd®y { communication received or (Appraisal Required)
bodies,elected official(s)/executive managemenatd advisory bodieshat are made or provided,whichever is later NONESSENTIAL
receved in connection with the transaction of public busingssl that are not covered by | then OFM
a more specific records series Transferto Washington State
Includes all communication types, regardless of format: Archivesfor appraisal and
« Correspondence, email; selective retention
e Web sites/forms/pages, social netwkdng posts and comments, etc.
Includes, but is not limited to:
» Agencyinitiated information/advice
e« Communications sent or received by support st@tministrative assistants
communications staffetc.) on behalf of the executiver governing/advisory member
e Requests for and provision of information/advice.
Excludes
e Non-executive communidéons coverd by DAN GS204@01;
e Public records regests covered by DAN GS20014;
e The provision of routine information covered by DAN GB83®1.
b2GSY LYF2NXVIFGA2ykKlF ROAOS Llzof AAKSR 2yf A
date it is removed/withdrean.
Pageb of 178
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1.1 ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agency. Includes stierim records that can be disposed of as part of normal

administrative practice.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF REC®RD

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS201a001
Rev.3

Communications; Non-Executive

Internal and external communications to or from employees (includes contractors and
volunteers), that & made or received in connection with the transaction of public busin
and that are not covered by a more specific records series.

Includes all communication types, regardless of format:
e Correspondence, email;
o Web sitegforms/pages, social networking posts and comments, etc.

Includes, but is not limited to:
» Requests for and provision of information/advice;
e Agencyinitiated information/advice.

Excludes:

e« Communications sent or received by support staffoehalf ofthe executive or
governing/advisory member, which are covered elsewhel@@REsuch as GS501-12)
and sector schedules

e Governing/Executive/Advisory communicatiaam/ered by DAN G8-01-12;

e Public records requests covered by DAN GSZ0¥)

e The provision ofoutine information covered by DAN GS6R-01.

b2GSY LYF2NXVIFGA2ykKlF ROAOS Llzof AAKSR 2yf A
date it is removed/withdrawn.

Retainfor 2 years after

communication received or

provided,whichever is later
then

Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.1 ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations of the agency. Includes stierim records that can be disposed of as part of normal

administrative practice.

DISPOSITION

RETENTION AND

NC&EI-EIEREIIDTXN) DESCRIPTION OF REC®RD DISPOSITION ACTION DESIGNATION
GS5606F03 | Informational Reports Compiled for Agency Use Retainuntil no longer needed ARCHIVAL
Rev.l Reports created by agency stafhere not covered by a more specific records series in G for agency business (Appraisal Required)
or sector schedules then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
GS56001-39 | Project FilegMiscellaneous) Retainfor 6 years after ARCHIVAL
Rev.l Records relating to agency projegthere not covered by a more specific records seiiies | completion of project (Appraisal Required)
CORE or sector schedules then NONESSENTIAL
Transferto Washington State OPR
Archives for appraisal and
selective retention.
GS5001-32 | Research/Program Reports, Studies, Surveys, Models, and Analyses Retainuntil no longer needed ARCHIVAL
Rev.1l Research/program reports, studies, surveys, models, and analys=e not covered by a | for agency business (Appraisal Required)
more specific records seriés CORE or st schedules then NONCE)IS:;ENT'AL
Excludes reports covered B52012028and data extracts/printouts covered by GSB204. Transferto Washington State
Archives for appraisal and
selective réention.
PageB of 178
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1.2 AUTHORIZATION/CERTIFICATION
The activity of the local governmentercy seeking authorization/approvabfn regulating authoritieselating to its general functions, mission, or
operations, whereegulatedby federal, state or local laar court rule Excludes the granting of approwithe local government agency aagiin a
regulatory capacity, which is covered in sector schedules.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5001-42 | Authorizations/Certifications¢ AgencyManagement Retainfor 6 years after NONARCHIVAL
Rev.1 |Records relating tcenses, permits, accreditations, certifications, inspections, and othe authorization superseded or ESSENTIAL
authorizationsacquired by the agency in relation to general functions and operations | terminated OPR

where not covered by a more specific records seriggludes authorizations required by | and
and/or received fronregulating authorities (local, state, federal agencies and/or courts)| conditions of authorization

Includes applications, confirmations, correspondence, violations/correctiepsyts, etc. satisfied

Includes, but is not limited to: viil_nac:ions (if any) corrected
e Airport operating certificates (U.S. Federal Aviation Administra FR 8§ 139 then y
e Animal exhibibr/importer/rehabilitation licenses, registrations and permits (U.S. Destroy

Department of Agriculture, Center for Disease Control, U.S. Dept. of Fish and Wild

e Drug Enforcement Agency (DEA) license to acquire/dispense drugs;

e Transportation (trains, light rhiferries, school buses, etc.) (U.S. Dept. of Transporta
Title 49 CFR

e Temporary permits and licenses ¢fiband beerage, public gatherings, etc.)

Excludes authorizations received by the local government agency relating to:

e Hazardous materials covered by G$85/-04;

e Real property ownership (land division permits, etc.) covered by®55&06.

IMPORTANT Excludesauthorizationsgranted by the local government agencfsuch as
permits, certificates, licenses, eff; which are covered in sector schedules.

1. AGENCY Paged of 178
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1.3 CHARTER, JURISDICTION AND MISSION

The activity oestablishingdocumentingaR RS G SNXY A Yy Ay 3

iKS

f cBa@dr, jurisdictich ardinissHy. ExcludedSrgctrds Qavered

the Meetings and Hearings section.
DISPOSITION RETENTION AND
NC&EI-EIEREIIDTXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
G2012015 | Agency Identity/Brand Retdn until no longer needed ARCHIVAL
Rev.0 |wSO2NRa&a NBftlFGAy3a (2 GKS RS@St 2LIVSyd | y|foragency business (Appraisal Required
printed materials, web pages, signs, badges, banners, etc. then ESSENTIAL
May include, but is not limited to: Transferto Washington State OPR
« Design of symbols, logos, emblems, etc.; Archives for appraisal and
« Determination of mottos, slogans, school colors, mascots, etc.; selective retention.
e Establishment of program names, etc.;
e Public participation in the decisiemaking process.
Excludes the naming of buildings, roadsggeis, and other asset®vered byGS2012032
Excludes intellectual property ownership records covereBR012030.
GS56001-37 | Census Records from the State Office of Financial Management Retainuntil no longer needed ARCHIVAL
Rev.1 |Note: This record is retained panently by the Office of Financial Management in accordar] for agency business (Appraisal Required
with its records retention schedule. then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
GS5005A01 | Charter and Bhaws ¢ Adopted Retainuntil superseded ARCHIVAL
Rev.1 |Official, adopted charter and/or bgws defining the scope of thegancy and its rights, then (Permanent Retention)
NBalLR2yaArAoAftAGASAT YR | dziK2NRG&3> | -ghdkings | Transferto Washington State ESSENTIAL
bodies (councils, commissions, committees, etc.). Includes Associated Student Bodie{ Archives for permanent OPR
retention.
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Office of the Secretary of State

1.3 CHARTER, JURISDICTION AND MISSION

The activity obstablishingdocumentingaR RS GSNXYA YAy 3 G KS fcBafdr, jurisdicdiad Srdynigs®ry. (Exclud@Srgcrés Qavered

the Meetings and Hearings section.
DISPOSITION RETENTION AND
NC&EI-EIEREIIDTXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5005A07 | Charter and Bylaws Development Retainuntil no longer needed ARCHIVAL
Rev.1 |wSO2NRa&a NBftlFGAy3a (2 (KRartdR&@S byRisSdSining the T |for agency business (Appraisal Required
scope of the agency arits rights, responsibilities, and authority, and including written ru| then NONESSENTIAL
F2N) G§KS I 3 Snaking ibdies ReQuBcisachr@myssions, committees, etc.). Incll Transferto Washington State OFM
Associated Student Bodies (ASB). Archives for appraisal and
Excludes adopted charters and bylaws covered by ®SB®1. selective retention.
GS5016-09 | Jurisdictional Boundary, Official Retainuntil no longer needed ARCHIVAL
Rev. 0 Officialdocumentation of theagenc2 &  jurdictiohal boundarychanges to its boundary for agency business (Permanent Retention)
(including annexation or incorporatigrandrelatedrecords documenting locations and then ESSENTIAL
LK2aAOFE TSHGdNBa 6AGKAY GKS 3Sy0OeQa |Transferto Washington State OPR
Records majnclude but are not limited to: Archives for permanent
« Drawings maps,photographg(prints, slides negatives, digital imagés aerial photos; retention.
e Surveys, land survey field books;
e Geological data/geotechnical reports.
Excludes records that are:
e Site-specific to real property assets owned by the agency and covered by(535}5;
e Held bythe county engineerand covered byGS2012031;
e Coveredin the County AssessoCounty Auditoy & Land Use Plannirsd Permitting
sector schedules
MANAGEMENT



Washington State Archives Local Governmen€anmon RecordsRetention Schedul€CORE
Office of the Secretary of State Version 3.0 lovemkber 2012)

1.3 CHARTER, JURISDICTION AND MISSION
The activity obstablishingdocumentingaR RS GSNXYA YAy 3 G KS fcBafdr, jurisdicdiad Srdynigs®ry. (Exclud@Srgcrés Qavered
the Meetings and Hearings section.

N%EEEE’%&(:) DESCRIPTION OF RECORDS DISEBEII\IT-II-SDNN:CIZ\IT?ON DESIGNATION
G%2-03A05 | Jurisdictional Bondary ¢ Development Retainfor no longer needed for, ARCHIVAL
Rev.0 |Records relating tthe development and/oproposal ofmodifications/changes tthe agency business (Appraisal Required)
agency jarisdictional boundaryifcluding annexation or incorporatipnincludes requests, then ESSENTIAL
proposals, process documentation, relategimmunicationsetc. Transferto Washington State OPR
Excludesecords covered by GSBBA 13, Meetingsg Governing/Executive Archives for appraisal and
Excludes official boundary documentation covered3a85016-09. selective retention.
GS5018-38 | Jurisdictioral Reference; Maps, Drawings Photographs Retainfor no longer needed foy  ARCHIVAL
Rev.0 | Maps,drawings, and/or photographs that provideferenceinformation onland use agency business (Appraisal Required)
conditionsand physical featureg A (i KAy G KS | 38y O&rpprepareddd 3| then ESSENTIAL
collected by the agenand usedor staff referenceandor public information. Transferto Washington State OFM
Recordsmay include, but are not limited to: Archives for appraisal and

« Drawings, maps, photograpkisrints, slides, negatives, digital images), aerial photos; | Selective retention.
e Surveys, land survey field books;
e Geological data/geotechnical reports.

Excludesecords coverednore specificallyin CORIBr secta schedules such ascords that are
e Related to projects covered in theand Use Plannirggctor schedule;

e Site-specific to real property assets owned by the agency and covered by(5355;

e Held by the county engineer and covered®$2012031
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1.4 COMMUNITY RELATIONS

¢CKS OGA@GAGE 2F GKS 20t 3A20SNYyYSyid F3aSyodeQa AYyuGSNIOGAz2y gAGK
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G2011-165 | Advertising and Promotion Retainuntil no longer needed ARCHIVAL
Rev.0 | Records relating to the planning and/or execution of educational or promotional events for agency business (Appraisal Required)
OF YLI Adyas FyR O2yiiSaida O2yRdzOGSR o6& (| then NON%SPSRENTW
business Transferto Washington State
Archives for appraisal and
selective retention.
G2011-166 | Awards and Recognitions Retainuntil no longer needed ARCHIVAL
Rev. 0 |Records documenting international, national, and other significant awards and recogni| for agency business (Appraisal Required)
received bythe agency in relation to its functions and assets. then NONEIS:;ENT'AL
Includes, but is not limited to: Transferto Washington State
e Awards (design, efficiency, sustainability, etc.) for agemveged buildings, monuments, Archlv_es for appfalsal and
bridges, dams, and features (archeological, geographical or topological), etc.; selective retenion.
e Recognition for web site or electronic informatisystem designs, transit
efficiency/service, customer service excellence, etc.
Excludes artifacts (plaques, trophies, etc.).
GS5606F01 | BIOGRAPHICRLLES Retainuntil no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required
then NONESSENTIAL
Transferto Washington State OPR
Archives for appraisal and
selective retention.
Pagel3o0f178

1. AGENCY
MANAGEMENT



Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

1.4 COMMUNITY RELATIONS

¢CKS OGA@GAGE 2F GKS 20t 3A20SNYyYSyid F3aSyodeQa AYyuGSNIOGAz2y gAGK
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G2011-167 | Charity Fundraising Retainfor 6 years after ed of NONARCHIVAL
Rev.0 |[wSO2NRa&a R20dzySyidiAy3da GKS [3SydOeqQa 022 NR|fiscal year NONESSENTIAL
charity fundraising campaigns, including promotion of employee payroll deductions. then OPR
Includes, but is not liméd to: Destroy.
e Decision process for selecting cityacampaigns to support;
e« Communication between the agency and charities;
e Dissemination of charity information;
e Arrangements and promotion of campaign events.
Excludes authorizations of payroll deductions covered by @SEQ1.
GS5001-09 | CitizenComplaints/Requests Retainfor 3 years after matter | NONARCHIVAL
Rev.1 Communications from citizens making a complaint or request, as well as the associate| closed NONESSENTIAL
agency response. then OFM
Excludes records coveradore specificallyin CORBr sector schedulesuch as Destroy.
e Code violation complaints coverday GS2012026;
e Claims for damages covered by G83410.
GS5606F02 | HISTORICAL FIKBSTHE AGENCY Retainuntil no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)
then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
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1.4 COMMUNITY RELATIONS

¢CKS OGA@GAGE 2F GKS 20t 3A20SNYyYSyid F3aSyodeQa AYyuGSNIOGAz2y gAGK
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5606F05 | NEWSPAPER CLIPPINGS Retainuntil no Ionger needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)
then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
GS5006F06 | PHOTOGRAPHSJDIO/VISUAL MATERIAL Retainuntil no longer needed ARCHIVAL
Rev. 0 |Photographic negatives and printsagnbe held at Regional Archives for permanent for agency business (Appraisal Required)
preservation and security backup. then NONEIS:;ENT'AL
Transferto Washington State
Archives for appraisal and
selective retention.
GS5606F07 | PRESS RELEASES Retainuntil no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)
then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
G2011-168 | Proclamations Retainfor 6 years after issued ARCHIVAL
Rev. 0 Proclamations issued by the mayor, commissioner, or elected executive on behalf of tf then (Appraisal Required)
local government agengwhere not includé in the minutes or meeting packet of the Transferto Washington State NONESSENTIAL
38y e Qa I2PSNYAY3I 02Re® Archives for appraisal and OPR
selective regention.
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1.4 COMMUNITY RELATIONS

¢CKS OGA@GAGE 2F GKS 20t 3A20SNYyYSyid F3aSyodeQa AYyuGSNIOGAz2y gAGK
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G2012016 | Public Notice (Official) Retainfor 6 years aftenotice NONARCHIVAL
Rev 0 Records documentingublicnotices published or posteby thelocal governmenagencyin | published NONESSENTIAL
order to inform the general public of its actions, decisions, or servicesudes all public or OPR
notices, whetheiposted voluntarily orequired by statutewhere not covered by a more |6 years #er publishedevent
specific records series completed,whichever is later
Includesbut is not limited to then
« Affidavit of mailing, posting or publishing; Destroy.
¢ Notices of agency elections, ordinancasction,public meetings/hearings, etc.
Excludes notices covered more specificallg@RBr sector schedulesuch as public notices
relating to bids and proposals covered by G888:-01 and GS508A11.
GS5001-30 | PUBLIC OPINION POLLS Retainuntil no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)
then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
GS5606F08 | SCRAPBOOKSD ALBUMS Retainuntil no longer needed ARCHIVAL
Rev. 0 for agency business (Appraisal Required)
then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
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1.4 COMMUNITY RELATIONS
¢tKS | OGAQGAlGeEe 2F

GKS 20Kt 3I2FSNYYSyi

I 38y 0e Qs AYGSNI OGAZ2Y 6AGK

RETENTION AND

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5606F09 | SPEECHES Retainuntil no longer needed ARCHIVAL
Rev. 0 for agency busess (Appraisal Required)
then NONESSENTIAL
Transferto Washington State OFM
Archives for appraisal and
selective retention.
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1.5 CONTRACTSGREEMENTS

The activity of managingontracts and agreements entered into by the local government agency and processes involved in the development of

contracts and agreements.

DISPOSITION

RETENTION AND

NSkJATBHEgIRzg:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS201-169 | Contracts and Agreements Capital Assets (NoiiReal Property Retainfor 6 years after NONARCHIVAL
Rev.l Instruments signed by the agency and one or more parties that set out terms and cond completionof transaction ESSENTIAL
to which the signing parties agree or submit, and that retateapital asset ownership, but| or OPR
do notestablish, alter, or abolisteal propertyownership. Includesegotiationschange 6 years aftetermination/
orders compliance monitoring, etc expirationof instrument
Includes, but is not limited to: or S
« Purchas and sales agreements (noeal property only); 6 years after disposition of ass
« Bond, grant and levy project contracts/agreements (1eal property only): (if asset owned by agenky
« Building construction and improvements; whichever is later
¢ Rightsof-way and/or easementgranted to(received bythe agency then
« Franchisegranted to(received bythe agency Destroy.
Excludes contract®& agreements coverethore specificallyin CORBr sector schedulesuch as
e Bond, grant and levfreal property) projectscovered byGS5505A06;
¢ Rightsof-way/easementgranted bythe agency, which are covereg &S5505A:06;
e Franchisegiranted bythe agency, which are covered by GR&E#10.
Note: Bondtransactiors arecompleted when the final bond payment is made.
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1.5 CONTRACTAGREEMENTS
The activity of managingontracts and agreements entered into by the local government agency and processes involved in the development of
contracts and agreements.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN) DISPOSITION ACTION

GS5001-11 | Contracts and AgreementsGeneral Retainfor 6 years after NONARCHIVAL
Rev.3 Instruments signed by the agency and one or more parties that set out terms and cond completion of transaction or -ESSENTIAL
to which the signing parties agree or subnaitd that do notestablish, alter, or abolish termination/expiration of OPR
ownership of capital assetslncludesnegotiations change orderscompliance monitoring, | instrument
etc. then

Includes, but is not limited to: Destroy.

« Fidelity and surety coverage bonds (including bonds of elektagpointed officials);
e Inter-agency, intraagency, intergovernmentaljnter-local agreements;

e Lease, escrow, and rental agreements;

¢ Lending agreements (facility, equipment, vehicle, etc.);

e Liability waivers (hold harmless, insurance, etc.);

e Loan agreements (lorgerm debt, etc.);

e Master depository contract (banking);

e Ongong exemptions/discounts/rate reductions (utilities, property taxes, etc.);
e Personal service, client service, purchasing agreements;

¢ Purchase and sales agreements (fuapital asset purchases only);

e Vendor bonds;

e Warranties.

Excludes contract& agreementsoveredmore specificallyin CORBr sector schedulesuch as

e Contracts and agreements relating to real properapital asset$GS5505A06) and non
real property capital assets (88.1-169);

e Other bond, grant and levy project contracts and agreementeiad by GS201183;

e Public records transfer agreements with WaslimgState Archives covered by
GS201021

1. AGENCY Pagel90of178
MANAGEMENT




Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

1.5 CONTRACTSGREEMENTS

The activity of managingontracts and agreements entered into by the local government agency and processes involved in the development of

contracts and agreements.

DISPOSITION

RETENTION AND

NCIL\JATBHEgIRzg:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
G2012017 |FranchiseRequests; Declined Retainfor 6 years afterequest | NONARCHIVAL
Rev. 0 |Records relating to franchisequest proposalsubmitted toor requestedby the local declined NONESSENTIAL
gowernment agencyvhere the request is not grantedincludes review, development, then OPR
negotiations, and related communications. Destroy.
Excludes franchises grantbdthe agencywhich are covered by GSBBA-10.
Excludedranchises grantetb the agency, which are covered 352011169.
GS5605A10 | Franchse Requests; Grantedby Agency Retainfor 6 years after ARCHIVAL
Rev.l Recordgelating tofranchise agreementgranted bythe local government agen@flowing | termination or withdrawal of | (Permanent Retention)
the use of public streets, bridges or other public ways, structures or places above or b¢ franchise agreement ESSENTIAL
the surface of the ground, for the proies of public services (such as utilities [gas, then OPR
electricity, water, sewer, etc.], railroads, telecommunications, and other activities) in | Transfe to Washington State
accordance withRCW 35A.47.04énd/or RCW 80.32.010ncludes review, development, | Archives fopermanent
negotiations, final agreement and related communications. retention.
Excludes franchisegantedto the agency, which are covered 352011169.
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Office of the Secretary of State

1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)

The activity of administering all electioother than those administered by the County Audit@rhich are covered in the County Auditor Records
Reteriion Schedulg Includes official notifications of election results issued by the agency and/or received from the County Auditoregyubdliag

authority, and oaths of office taken by electadd appointedofficials.

DISPOSITION
AUTHORITY
NUMBER (DW)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

G2012-018
Rev. 0

Certification of Electiorg By Regulatory Agency

Agency copy of electioredification documentationissuedby a regulatory agencyn
accordance with federal, state or local laincludes certifications @lected officials (schoo
board, city council, chief of police, judgeosecuting attorney, etc.), bonds, levies, etc.

Includes, but is not limited t@ertifications of

» Regular and special elections held in accordamte Title 29 RCVénd certified by the
Caunty Auditor. (County Auditor cerkifOl G A2y NBO2NRa I¢cNB R
t SNXYI ySyid wS GainyfyliAldiof Recokdy Reieftin Schedlule

e Educational service district board and regional committee member elections held by,
Superintendent of Public Instruction (OSPI) in acaocdawithRCW 28A.310.080
6h{tLQad OSNIATFTAOIGAZ2Y NBO2NRa INBE RSa

Excludes electionsertified by the local government ageneyhich are covered by @812-019.

Excludeounty Auditorecords covered in th€ounty Auditor Records Retention Schedule.

Retainuntil no longer needed
for agency business

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all electioother than those administered by the County Audit@rhich are covered in the County Auditor Records
Reteriion Schedulg Includes official notifications of election results issued by the agency and/or received from the County Auditoregyubdliag
authority, and oaths of office taken by electadd appointedofficials.
DISPOSITION
NCaTBI-EIgFEIID% DESCRIPTION OF RECORDS DIEIE(EE’I\IT-II-?NN/-’\ACI:\IT[I)ON DESIGNATION
GS2012019 | Elections; Held and Certified by the Local Government Age(©fficial Results) Retainfor 6 years after end of ARGIVAL
Rev. 0 | Core official documentation and certification of electidredd and certifiecby the agency. |calendar year (Appraisal Required
Elections includeut are not limited to then ESSENTIAL
« Conservation District elections held pursuan®EW 89.08.110 Transferto Washington State OPR
« Irrigation District elections held pursuant RCW 87.03.075 Archives for appraisal and
« Associated Student Body (ASB) officer elections held pursu&EW 28A.325.020 selective retention.
e School Board President elections held pursuarR@WVN 28A.330.010
e Executive Committee elections.
Recordsnay include, but are not limited to:
e Sample ballotsyotersCphamphlets;
e Tabulated votes;
e Certification of election.
Excludes County Auditor records covered in@wainty Auditor Records Retention Schedule.
Excludes gencyheld elections administration reards covered b¥sS2012020.
GS201020 | Elections; Held by the Local Government Agency (Administration) Retainfor 1 year after NONARCHIVAL
Rev. 0 |Internal administration of electionseld by the local government agency. certification of election NONESSENTIAL
May include, but is not limited to: then OPR
o Voter eligiblity and challenges to voter eligibility; Destroy.
e Voted ballots, tally sheets;
e Working files.
Excludes County Auditor records covered in@minty Auditor Records Retention Schedule.
Excludes official election results documentation covere®&B20120109.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

1.6 ELE

CTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)

The activity of administering all electioother than those administered by the County Audit@rhich are covered in the County Auditor Records
Reteriion Schedulg Includes official notifications of election results issued by the agency and/or received from the County Auditoregyubdliag
authority, and oaths of office taken by electadd appointedofficials.

DISPOSITION
RETENTION AND
NCaTBI-EIgFEIIDT% DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS201021 | Initiative, Referenda andRecall Measurs Retainfor 6 years after ARCHIVAL
Rev. 0 Records relating to the administrative management of initiatives, refereada recall certification of election or (Appraisal Required
measures filed with the agency determination of signature NON'(EDSPSRENT'AL
Includes, but is not limited to, initiative, referenda, and recall measures: insufficiency
e Passed by voters; then .
e Where equisite number of signatures is not sufficient to place on ballot. AfCh'V_eS for appraal and
Recordsnclude, butare not limited to: selective retention
e Petitions signed by citizens;
e Qutreach, voter pamphlet input
e Planning files, legal opinions;
» Related communications.
Excludes elections records covered®$2012018, GS201:D19, and GS201@20.
GS$0-05A15 | Oaths Of Office; Filedor Recorded with County Auditor Retainfor 6 years after end of | NONARCHIVAL
Rev.1 Agency copy of official oaths of office taken by elected and appointed offidiéds have | term of office or appointment | NONESSENTIAL
been filed or recorded with the County Auditor. then OPR
Excludes oaths of office covered ®$2012023, Destroy.
Note: All documents filed and/or recorded with the County Auditor are designated Archiva
the County Auditor Records Retention Schedule
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1.6 ELECTIONS (ELECTED OFFICIALS, INITIATIVES AND REFERENDA)
The activity of administering all electioother than those administered by the County Audit@rhich are covered in the County Auditor Records
Reteriion Schedulg Includes official notifications of election results issued by the agency and/or received from the County Auditoregyubdliag

authority, and oaths of office taken by electadd appointedofficials.

RETENTION AND

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DK) DISPOSITION ACTION
G2012023 | Oaths Of Office; Not Filedor Recorded with County Auditor Retainfor 6 years after end of ARCHIVAL
Rev.0 Official oaths of office taken by elected and appointed officidgh havenot beenfiled or |term of office or appointment | (Appraisal Required)
recorded with the County Auditor. then ESSENTIAL
Transferto Washimgton State OPR
Archives for appraisal and
selective retention
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1.7 EMERGEN@®LANNING, ESPONSRECOVERY

The activityof the agency responding to naturahan-made and technologylisasters and emergencies

DISPOSITION
RETENTION AND
NC&E:gTSZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5006A02 | Backups for Disaster Preparedness/Recovery Retainuntil no longer needed NONARCHIVAL
Rev.1 |Routy S O0eOf AOFf ol Oldzda 2F GKS | 3Sy Oé Qa|foragency business ESSENTIAL
disaster preparedness and recovery. then OFM
Destroy.
G2012024 | Emergency/Disaster Preparedneg<ontactinformation Retainuntil obsolete or NONARCHIAL
Rev. 0 |Personal contadnformation compiled to facilitate contact in the event of an emergency| superseded NONESSENTIAL
natural disaster. Includesmployeesstudents volunteers etc then OFM
May includebut is not limited to Destroy.
 Personal contachiformation (cell/lhome phone, email address, etc.);
» Medical information (provider name, blood type, allergies, ADA requirements, etc.);
« Physical pickup information (for students/minorsetc).
GS5014-03 | Emergency/Disaster Preparedness and Recovery Plans Retainfor 6 years after obsolet{ NONARCHIVAL
Rev. 2 |Emergency and disaster preparedness, response, and recovery plans prepared for anj or superseded ESSENTIAL
2F (0KS | 3Syandsssets2 LISNI A2y a then OPR
Also ncludes, but is not limited to: Destroy.
» Employee emergency plans and fire prevention plans prepared in accordance with
WAC 29624-567,
« Essential records lists.
Excludes hazardous materialaftjerous waste management plans covered by GS=08.
MANAGEMENT
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1.7 EMERGEN@®LANNING, ESPONSRECOVERY

The activityof the agency responding to naturahan-made and technologylisasters and emergencies

DISPOSITION RETENTION AND
NC&EI-EIS‘«ESXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5018-29 | Emergency/Disaster Respongecoveryc Uncommon or Major Retainfor 6 years after matter ARCHIVAL
Rev. 1 Records relating to actions taken by the local government agency in responsgtmmmon | resolved/recovery complete (Appraisal Required
or major natural or manmade diséars/emergencies (storms,dbds, fires, earthquakes, then NONESSENTIAL
terrorism, etc.) where the agency deploys neroutine proceduresmobilizesspecal Transferto Washington State OPR
resourcesrequiressignificantoutside assistancand/or where normal agency operations| Archives for appraisal and
are suspended or significantly disrupted selective retention.
Includes, but is not limitetb:
e Emergency operations center activities and communications;
e Invocation of mutual aid or interlocal agreements with adjoining local jurisdictions;
e State of Emergendgisaster damageleclaration;
e Federal Emergency Management Agency (FEMA) claims;
e Actionsimplemented toprotect life, property,public peace, the environment, and/tine
economic base of the community;
e Protection, recovery and repair of agency or community assets.
Excludes emergencies&hsters involving hazardous materials/dangerous wastersa by
GS2011177 or GS509-15.
GS2012025 | EmergencyDisaster Response/Recovenry Routine or Mnor Retainfor 6 years after matter | NONARCHIVAL
Rev.0 |Records relating to actions taken by the local government agency in respormgitee or | resolved/recovery complete NONESSENTIAL
minor natural or manmadelisastersémergenciesl€aking pipes/floodingsnow closure, then OPR
vandalism etc.)where the agency manages the recovery with minimal assiste and/or | Destroy.
disruption to normal agency operations
Excludegmergenciesdisasters covered b$S5018-29,GS2011177 and/or GS5619-15.
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1.8 LEGAIAFFAIRS
¢CKS FTOGAGAGE 2F YIylr3aAiay3a (KS  legdaduiceard dodd esfademeivh@driot’ciN@rex] byithe Odwdadrogriient
Records Retention Schedlelncludes internal and outside counsel.
DISPOSITION RETENTION AND
NC&E:ETSIN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5302-01 | Attorney General Opinions Retainuntil no longer needed NONARCHIVAL
Rev. 1 Note: Opinions issued by the Office of the Attorney General (A&@gsignated Archival in the | for agency business NONESSENTIAL
AGrecords retention schedule. then OFM
Destroy.
GS5604C04 | Civil Rights Violation Complaints Retainfor 6 years after ARCHIVAL
Rev.1 |Recordsreldty 3 (2 (GKS | 3SydeqQa Ay@dSadA3dl A 2 y|resolution, completion, closure| (Appraisal Required)
200dzNNAY3I gAGKAY GKS I 3Sy Oe QadcodndeN®d RA O|or decision not to proceed NONESSENTIAL
Complaints may be made by employees (including contractors and volunteers), studer] then OPR
the general public. Transferto Washington State
Includes, but is not limited to: Archives for appraisal and
» Complaints, investigations, witness statements, evidentiary documents; selective retention.
« Notifications, communications, contact logs, notes;
e Findings, settlement agreemes) postfinding materials.
Includes, but is not limited to:
e Americans with Disabilities Act (ADA), Title Il, etc.;
« Civil Rights Act of 1964oter registration, facilities, transportation, equal employment
opportunity, education, race, color & nationaiigin [Title VI], etc.);
e Federal Fair Housing Amendments Act of 1988;
 Health Insurance Portability and Accountability Act (HIPAA);
¢ Rehabilitation Act of 197@&ection 504 accommodations, etc.);
e Individuals with Disabilities Education Act (IDEA)
Note: Iflitigation commences, these records become part of the litigation case file and are
covered by GS5®-04.
MANAGEMENT



Washington State Archives
Office of the Secretary of State
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Version 3.0 lovemkber 2012)

1.8 LEGAIKAFFAIRS
¢CKS FTOGAGAGE 2F YIylr3aAay3d (KS ,legdlagieard dodd esf@dememvhd e rioticdv@res] byAthe Odwdadrogriient
Records Retention Schedlelncludes internal and outside counsel.
DISPOSITION RETENTION AND
NC&E:ETSZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
G2011-171 | Civil Rights; Compliance Retainfor 6 years after end of | NONARCHIVAL
Rev.0 |Recordsrelatingtothe 3Sy 0@ Qa STF2NIlia (2 O2YLX & ¢ A calendaryear NONESSENTIAL
governing employee (including contractors and volunteers), student, and the general or OPR
LJdzo f A 0Qa OAQGAfT NARIKGaASD al @ AyOf dzRS & dzconditions of grant satigd,
agreementstraining materials, etc. whichever is later
Excludes: then
e Rehabilitaion Act of 1973ection 504 accommodations covered®$5004G01; Destroy.
¢ Civil rights violation complaints covered by GB8E04;
e Equal employment reports covered by GSBRG05.
GS5004C01 | Civil Rights; Compliance (Section 504 Accommodations) Retainfor 6 years after NONARCHIVAL
Rev.1 |wSO2NRa&a NBflFaGAy3a (2 GKS [ 3S yRebabilddiodNOLI | completionor denial of NONESSENTIAL
1973which requires that qualified individuals with disabilities have equal opportunity to| accommodation(s) OPR
benefits and servicesRecords may include applications, agreements, surveyertep then
notifications, meetingszommunications, training materials, etc. Destroy.
Excludes:
e Civil rights violation complaints covered by GB3E04;
e Equal employmenteports covered by GSEmMCGO05.
GS5207-03 | Civil Topical and Working Files Retainuntil no longer needed ARCHIVAL
Rev.0 |Reference and working files cpited on various agencies, issues, and subjects by the | for agency business (Appraisal Required
Prosecutor and/or deputies in the process of acting as legal counsel for county govern| then NONESSENTIAL
agencies, elected officials, commissions, and related bodies. Transferto Washington State OFM
Excludeditigation case files covered by GS83-04 and records covered in tierosecuting Archives for appraisal and
Attorney and Assigne@ounsel Records Retention Schedule selective retention.
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Office of the Secretary of State

1.8 LEGAIKAFFAIRS
FOGAGAGE 2F YIFylF3Ay3d G§KS ,lkegaladiiCearm dodd effa@demevhadrd roticodred byithe OdwdaRdrograient
Records Retention Schedlelncludes internal and outside counsel.

¢ KS

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5001-10 | Claims for Damages Retainfor 6 years after claim NONARCHIVAL

Rev. 1

Records relating to claims for damages filed either against the agency by other parties
the agency against other parties.

OEOQOf dzRSa 62N]I SNBEQ O2YLSyaliAazy OftlAYaz 6
Insurance section.

Excludes litigation case files covered by G@584.

closed
then
Destroy.

NONESSENTIAL
OPR

GS2012026
Rev. 0

Code Enforcement

wSO2NRA& NBftFiAy3d G2 GKS SyF2NOSYSyivhe¥T
not covered bythe Law Enforcement Records Retention Schedimeludes complaint(s),
investigations, inspections and assessments, warnings, notices, statements of require
corrective actiongitations, resolution, and all related communications.

Code violationgnayinclude, but are not limited to:

e Animal control;

e Buildng, development, land use, and fire;

e Nuisance (accumulation of junk on private property, etc.);

e Parking;

e Personal license and business license.

Excludesecords coverednore specificallyn CORBr sector schedulesuch as552014173
(Appeals Hearings Local DecisieiMaking Bodies (General)

Retainfor 6 years after matter
resolved

then
Destroy:.

NONARCHIVAL
NONESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.8 LEGAIKAFFAIRS
¢CKS FTOGAGAGE 2F YIylr3aAiay3a (KS  legdaduiceard dodd esfademeivh@driot’ciN@rex] byithe Odwdadrogriient
Records Retention Schedlelncludes internal and outside counsel.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
UL R (55 DISPOSITION ACTION
GS2011172 | Court Orders; Served on the Agency Retainuntil no longer needed | NONARCHIVAL
Rev.0 |Records relating to subpoenas and summamnserved on the agency, where the agency | for agency business NONESSENTIAL

is nota party to the litigation. then OPR

Includes, but is not limited to: Destroy.

e Personnel/staff summonses;
e Subpoenas for agency records.

Excludes records where the agerigg party to the litigation or claim which are covered by ot
records seriesl(tigation Case Files, Claims for Damagés).
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Office of the Secretary of State

1.8 LEGAIAFFAIRS

¢ KS

FOGAGAGE 2F YEYEFIAYI (KS ,legaldgnicearnd aodd eSfadementh@drioticdv@red byithe Ocwdsitdrograient

Records Retention Schedlelncludes internal and outside counsel.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5505A09
Rev.2

Evictions, Liens, Foreclosures, Condemnations

Records relating to disputes involving real property and/or facilities owned or maintaing
the agencywhere litigation has not commencedincludes actions taken (including debt
forgiveness).

Includes all activities and actions, such as:
e Collections;

e Vacation of premises;

e Property liens (and releases);

e Foreclosure of deeds and mortgages;

e Condemnation/eminent domain.

Includes, but is not limited to:
e Correspondence, resedrcinvoices/billing statements; proof of mailing;
e Copies of title reports, certificates of delinquency, notices of summons.

Excludes

e Encroachments covered 3S5505A06;

o Non-real property financial disputesovered by G8-03B14.

Note: If litigation commences, these records become part of the litigation case file and are
covered by GSE®-04.

Note: PeRCW 4.16.020he statute of limitations for the commencement of actions for the
recovery of real property is 10 years.

Retainfor 10 years after matter
resolved

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

GS5202-05
Rev. 0

LEGAL ISSUES/AD\RCES

Destroy when obsolete or
superseded

NONARCHIVAL
NONESSENTIAL
OFM

1. AGENCY
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1.8 LEGAIKAFFAIRS
¢CKS FTOGAGAGE 2F YIylr3aAiay3a (KS  legdaduiceard dodd esfademeivh@driot’ciN@rex] byithe Odwdadrogriient
Records Retention Schedlelncludes internal and outside counsel.

DISPOSITION RETENTION AND
NC&EI-EIERESXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5302-03 | Legal Opinions (Agency Attorney) PERMANENT ARCHIVAL
Rev.l Official interpretations made by agency attorney regarding questions of legal rights or (Appraisal Required
liabilities affecting the agency or any of its departments and offices. NONESSENTIAL
Excludes legal opinions covereg GS532-06, Levy and Bond PlanningSuccessful OPR
GS5302-04 | Litigation Case Files Retainfor 10 years after case ARCHIVAL
Rev.0 Documentation of a civil suit by the agency against another party, or defense of the ag| closed (Appraisal Required
and/or agency employee against suit by another party. then NONESSENTIAL
Note: Primary copies of official court documents are held permanently by the Clerk of Sup| 1ransferto Washington State OFM
Cout, or 10 years by the District or Municipal Court Administrator. Archives for appraisal and
selective retention.
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1.9 LOCAL GOVERNMHEMNGISLATION

¢CKS FOGAGAGE 27T (i KSgoveridylbbiesestabisBingdvy ssayties &reguiitioid®r@hemselves and for the people they represe
Includes enfcement,where not covered by the Law Enforcement Records Retention Schedule
DISPOSITION
RETENTION AND
NG&EEETSXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS56005A16 | Ordinancesand Resolutbns¢ Approved Retainuntil no longer needed ARCHIVA
Rev.1 [F6az adl GdziSa | yRk2NJ NBS3dzZ | GA2ya | LILINIfor agency business (Permanent Retentioh
governing body. then ESSENTIAL
Note: Official and municipal codes are covered by Publicatibfester Set, GS506F04. Transferto Washington State OPR
Archives for permanent
retention.
GS5001-25 | Ordinancesand Resolutions Development Retainfor 3 yearsafter approvall ARCHIVAL
Rev.1l Documentation 6the analysis and development of ordinances and/or resolutions inteng or decision not to proceed (Appraisal Required
T2N) adzoYAaarzy (G2 GKS 3Syd0eQa 3I203SNYA| then NONE;;ENT'N
Excludesapprovedordinances and resolutions covered by G858x16. Transferto Washington State
Archives for appraisal and
selective retention.
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1.10 MEETINGS AND HEARINGS

Theactivity of the agency assembling groups of people for the purpose of inforrstéoing, discussion, planning and/or decisinaking. Includes al
meetings organized by or on behalf of the agency including open public meetings, executive sesdimasdfutdppeals hearinggommunity
meetings, and internal agencyeamtings. May involvegoverning and advisory bodies, executive management, general staff, volunteers, general py

DISPOSITION RETENTIONND
NGaTBI-EIgFEIIDTAYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
G2011173 | Appeals Hearingsg Local DecisiortMaking Bodies (General) Retainfor 6 years after final ARCHVAL
Revl |wSO2NRa&a R20dzySyidAy3a GKS | R2dzRAOF GA @S LJdisposition of case (Appraisal Required)
decisionmaking bodies subjecbtthe Administrative Procedure A@hapter 34.05 RCW then ESSENTIAL
Includes hearings and qugsidicial actions of the legislative body, planning commission,| Transferto Washington State OPR
hearing examiner, or other loleswhichdetermine the legal rights, duties, or privileges ol Archives for appraisal and
specific parties in a hearing or other contested case proceaslivege NOland use decision| selective retention.
is being appealed
Includes, but is not limited to:
e Animal control dispute appeals;
e Billing dispute appeals hdaags (utilities, etc.);
e Civil asset forfeiture hearings;
e Civil Service Commission heariagsl employee grievance appeals;
e County Board of Equalizatigmoperty taxvaluation and/orexemption appeals.
Includes, but is not limited to:
» Case files, decisiorm/ders/rulings, minutes (if taken);
 Oral and written testimony, exhibits, etc.;
e Agendas, meeting/agenda packets (briefs, reference materials, etc.);
» Audio/visual recordingand transcripts of proceedings.
Includes indexes and other finding aids.
Excludesecords covered by @811-174, GS585A13, GR011-176andGS2012027.
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

1.10 MEETINGS AND HEARINGS
Theactivity of the agency assembling groups of people for the purpose of inforrstéoing, discussion, planning and/or decisinaking. Includes al
meetings organized by or on behalf of the agency including open public meetings, executive sesdimasdfutdppeals hearinggommunity
meetings, and internal agencyeamtings. May involvegoverning and advisory bodies, executive management, general staff, volunteers, general py

DISPOSITION
RETENTIOAND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G2011174 | Appeak Hearingsg Local DecisiofMaking Bodies (Land Use) Retainfor 6 years after final ARCHIVAL
Rev.l Records documentingpe R2 dzZRA OF G A @S LINROSSRAy3Ia 2 7F |disposition of case (Permanent Retention)
decisionmaking bodiesubgct to the Administrative Procedure A@hapter34.05 RCW then ESSENTIAL
Includes hearings and qugsidicial actions of the legislative body, planning commission,| Transferto Washington State OPR
hearing examiner, zoning adjustégard of adjustment or othebodieswhich determine | Archives for permanent
the legal rights, duties, or privileges of specific parties in a hearing or other contested d retention.
proceedingwhere aland usedecisionis being appealed
e Includes, but is not limited td:and use administrative appeals
Includes, but is not limited to:
o Case files, decisiorm/ders/rulings minutes (if taken);
e Oral and written testimony; exhibits, etc.;
e Agendasmeeting/agenda packets (briefs, reference materials, etc.), etc.;
e Audio/visual recordings and transcripts of proceedings;
Includes indexes and other finding aids.
Excludes records covered 82011-173 GS56005A13, GS2011176 andGS2012027.
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Version 3.0 lovemkber 2012)

1.10 MEETINGS AND HEARINGS

Theactivity of the agency assembling groups of people for the purpose of inforrstéoing, discussion, planning and/or decisinaking. Includes al
meetings organized by or on behalf of the agency including open public meetings, executive sesdimasdfutdppeals hearinggommunity
meetings, and internal agencyeamtings. May involvegoverning and advisory bodies, executive management, general staff, volunteers, general py

DISPOSITION
RETENTIOAND
NCﬁTBI-EIgFEIIDT:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012027 | Meetings¢ Advisory Retainfor 6 years after end of ARCHIVAL
Rev.0 |Records documentingalliBeil Ay3a 2F GKS 201t 32 @S NY Ycalendar year (Appraisal Required)
) then NONESSENTIAL
Includes: _ OPR
« Meetings regulated by th®pen Public Meetings Athapter 42.30 RCWsuch as regulg 1ransferto Washington State
and special meetings, public héags, etc.; Archives for appraisal and
« All other meetings (including executive sessions regulate/®w 42.30.110(2)) selective retention.
Includes, but is not limited to:
e Agendas, meeting/agenda packets (briefs, reference materials, etc.);
e Speaker sigiup, written testimony;
e Audio/visual recordings and transcripts of peedings;
e Minutes.
Includes indexes and other finding aids.
Excludes records covered by GS20T38, GS201174, GS201175, and GS201176.
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Office of the Secretary of State
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Version 3.0 lovemkber 2012)

1.10 MEETINGS AND HEARINGS

Theactivity of the agency assembling groups of people for the purpose of inforrstéoing, discussion, planning and/or decisinaking. Includes al
meetings organized by or on behalf of the agency including open public meetings, executive sesdimasdfutdppeals hearinggommunity
meetings, and internal agencyeamtings. May involvegoverning and advisory bodies, executive management, general staff, volunteers, general py

DISPOSITION
RETENTIOAND
NﬁﬁTBI-EIgFEIIDTXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5605A 13 | Meetings¢ Governing/Executive Retainfor 6 years after end of ARCHIVAL
Rev3 |Records documenting allmeetingst (G KS f 201 f 32 @dSNY YSahd |calendaryear (Permanent Retention)
executive management. then ESSENTIAL
Includes Transferto Washington State OPR
« Meetings regulated by th®pen Pulic Meetings Acfchapter42.30 RCW such as regulg Archi\{es for permanent
and special meetings, public hearings, etc.; retention.
e All other meetings (includingxecutive sessiongegulated byRCW 42.30.110(2))
Includes, but is not limited to:
e Agendas, meeting/agenda packets (briefs, reference materials, etc.);
e Speaker sigiup, written testimony;
e Audio/visual recordings and transcripts of proceey$in
e Minutes.
Includes indexes and other finding aids.
Excludes records covered 8§52011173,GR011-174, GR011-175, and G3011-176.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

1.10 MEETINGS AND HEARINGS

Theactivity of the agency assembling groups of people for the purpose of inforrstaring, discussion, planning and/or decisinaking.
meetings organized by or on behalf of the agency including open public meetings, executive sesdimasdfutdppeals hearinggommunity
meetings, and internal agencyeamtings. May involvegoverning and advisory bodies, executive management, general staff, volunteers, general py

Includes al

DISPOSITION

RETENTIOAND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G2011175 | Meetings¢ Inter-Agency Retainfor 6 years after end of ARCHIVAL
Rev.1l Records documenting all meetings held between the local government agedone or | calendar year (Appraisal Required)
more other public agencies. May include mualtjency staff meetings, committees, task or NON%SFFRENT'AL
forces that coordinate activities, commigations, solutions to problemsic. 6 years after completion of
Includes, but is not limited to: project,whichever is later
 Agendas, meeting packets, signlists, etc.; then _
« Minutes, audio/visuirecordings, transcripts, etc. Transferto Washington State
Includes indexes and other finding aids. Archlv_es for appnaal and
, . _ _ selective retention.
Excludesll meetings regulated by th®@pen Public Meetings A@hapter42.30 RCWwhich are
covered by GS505A:13.
Excludes records covered 16§52011173, GS201174, GS201175, GS201176 & GS201:027.
GS56001-43 | Meetings¢ Staff Retainfor 2 years after end of | NONARCHIVAL
Rev.1 |Records documenting meetingsld by (and/or for) general staff of the local government| calendar year NONESSENTIAL
agency. May include staff meetingsternal committees/task forces, and other groups th§ then OFM
meet for various reasons (to plan activities, coordinate communications, solve problem Destroy.
coordinate empbyee safetyetc.).
Includes, but is not limited to:
e Agendasmeeting packets, sigim lists, meeting noticegtc.;
e Minutes, audioiisual recordings, transcripts, etc.
Excludes all meetings regulated by tBpen Public Meetings A@hapter42.30 RCWwhich are
covered by GS505A13.
Excludesecords covered b2011-173, GR011-174, GS2011175 GR011-176& GS2012027.
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Washington State Archives Local Governmen€anmon RecordsRetention Schedul€CORE
Office of the Secretary of State Version 3.0 lovemkber 2012)

1.10 MEETINGS AND HEARINGS
Theactivity of the agency assembling groups of people for the purpose of inforrstéoing, discussion, planning and/or decisinaking. Includes al
meetings organized by or on behalf of the agency including open public meetings, executive sesdimasdfutdppeals hearinggommunity
meetings, and internal agencyeamtings. May involvegoverning and advisory bodies, executive management, general staff, volunteers, general py

DISPOSITION
RETENTIOAND
NﬁaTBl-Eigrég:N) DESCRIPTION OF RECORDS SR T AT DESIGNATION
G2011176 | Meetings/Hearingsg Arrangements Retainuntil no longer needed NONARCHIVAL
Rev. 0 |Records relating to thedministrative arrangements of meetings held by or on behalf of { for agency business NONESSENTIAL
local government agency. then OFM
Includes, but is not limited to: Destroy.

e Meeting date and place scheduling records;
e Agendarequests
e Arrangement of catering, facilities and equipment.

Excludes fiancial records (facilitiesatering, travel expense, etc.).
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1.11 PLANNING
¢CKS FOGAGAGE 2F R20dzYSydAy3a I yR RS SaNdhe yhdaysdor abtdigingthenOl £ 32 GSNY Y Sy

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS201a079 | Strategic Plang Development Retainuntil no longer needd NONARCHIVAL
Rev.0 |Records relating to the development@®fK S | 3Sy 0é Q& & i NJ G S 3 A O|foragency business NON(E)IS:fAENTIAL
then
Destroy.
GS201@80 | Strategic Plang; Final Version Retainuntil no longer needed ARCHIVAL
Rev.0 |Final version of agenayide strategic, longi SNXY LJ Iy dzaSR (2 | t jforagency business (Permanent Retention)
organizational and budget structure with its qrities, missions, and objectives. then NON(E)IS:;ENT'AL
Transferto Washington State
Archivedor permanent
retention.
GS5001-38 | Work Plans Retainuntil no longer needed | NONARCHIVAL
Rev.1 |Plans describing work to be performed by divisions and wifitse agency, including for agency business NONESSENTIAL
timelines and areas of responsibility for specific actions. Also includes records relating then OFM
development of work plans. Destroy.
Excludes ageneyide strategic plans covered by GS2{@BD.
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1.12 POLICIES AND PROCEDURES

The activity of creating systematic apprbas to operations and processes.

DIIFOSIN LI RETENTION AND
NC&E:ETSZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5001-01 | ADMINISTRATIVE PROCEDBWRBESNSTRUCTIONS Destroy when obsolete or NONARCHIVAL
Rev. 0 |Internal procedures and instructionssuidance on any routine internal procedure or superseded NONESSENTIAL
protocol required for day to day operationgncludes work assignmertts staff. OFM
GS56001-24 | Official Agency Policy And Procedure Directives, RegulatiormsRules Retainuntil no longer needed ARCHIVAL
Rev.1 Officiallyadopted policies, procedures public rules affecting the entire agency. Activat( for agency business (Permanent Retentiol
through executive or department head signature, ordinance or resolution. then ESSENTIAL
Transfer to Washington State OPR
Archives fopermanent
retention.
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Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

1.13 REPORTING

The activity of providing information as rempd byfederal, state or local statute, or by court order/ruddso includes internal agency reporting and

voluntary reporting. Excludes published reports covered in the Forms and Publishing section.

DISPOSITION
RETENTION AND
NSIL\JATBHEgIRzg:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5605A04 | Annual Repors ¢ Adopted Retainuntil no longer needed ARCHIVAL
Rev.1l May also include annual messages of chief executive officer. for agency business (Permanent Retentioj
then NONESSENTIAL
Transferto Washington State OPR
Archives for permanent
retention.
G2012028 | ReportingFiling (Mandatory) ¢ Agency Management Retainfor 6 years after report ARCHIVAL
Rev.0 Recordgelating to general functions of the agenthat arerequiredto be filed with or or documentsubmitted (Appraisal Required
subnitted to, an outside agency (includiriige legislative authorig) by federal, state or loca| then NONESSENTIAL
law, or by court ordefrule, where not covered by a more specific records series Transferto Washington State OPR
Recordsriclude, butare not limited to: Archives for appraisal and
« Reports/forms/certificates/lists; selective retention
» ubmissionconfirmation correspondence, inquiries, etc.
Includes, but is not limited to:
¢ Political campaign reportfybbying reports personal statements (financial affairs,
contact information)etc.,filed with the Public Disclosure Commission in accordance \
chapters42.17and42.17ARCW
e Special purpose district reports filedth the County or State Auditor in accordance wit
RCW 36.96.090
¢ Prosecuting Attorney reportsubmitted to the Governor, the state Liquor Control Boar
and/or the legislative authdgty pursuant toRCW 36.27.020
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1.14 RISK MANAGEMENWSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION RETENTION AND
NC&E—;?‘«ESXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2011177 | Accidents/Incidents (Hazardous Materialg)Human Exposure Retainfor 100 years after NONARCHIVAL
Rev.0 |Records documenting accidents, incidents, and any otte®azNNBE y OSa Al |AYRAPARdzr £ Qa R ESSENTIAL
jurisdiction that are known to have involved human exposure to potentially hazardous | or OPR
materials. Includes employees (including contractors and volunteers) and the.public |[on & S+ N& | ¥4 SN
Includes, but is not limited to: of death,whichever is sooner
e Description of accident/incident, response, and investigation; then
e Personal exposure information, physical examination reports, etc.; Destroy.

» Analyses of medical or exposure recordsAC 29680220015

e Toxic and hazardous substances recof9sGFR § 1926.1101(n))

 Personal exposure records as defined by American Nuclear Insurers (ANI) Informat
Bulletin 801A Section VIII;

e Employment records for persons entering radiologicatiytrolled areas as defined by
American Nuclear Insears (ANI) Information Bulletin 8DA Section I;

e Other records as specified WAC 296302-20010

Hazardous materials include, but are not limited to:

e Toxic substances or harmfothysical agents as defined B9 CFR § 1910.1020(c)(13)
e Hazardous materials as defined RgW 70.136.020

e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous

as defined byRCW70.105.010

e Pesticides as defined RCW 15.58.030
b20SY CKSNBE Aa y2 tAYAGFGAZ2Y 2F FOGAzy
hazardous materials.
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Version 3.0 lovemkber 2012)

1.14 RISK MANAGEMENWSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5019-03
Rev. 2

Accidents/Incidents (Hazardous Materialg)No Human Exposure
Records documenting accidergadincidentsg A § KAy (K S
hazardous materiatwhere thee was no human exposure.

Includes, but is not limited to:
e Description of accident/incident, response, and investigation;
e Toxic and hazardous substances recoPdsGFR § 1926.11(1).

Hazardous materials include, but are not limited to:

e Toxic substances or harmful physical agents as defin@9 IBFR § 1910.1020(c)(13)

e Hazardous materials as defined RgW 70.136.020

e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous
as defined b)RCW 70.105.010

e Pesticides as defined RCW 15.58.030

Excludes accidents/incidents involving human exposure covered by G$2011

I FiBvng Q &

Retainfor 50years afterdate of
accident/incident

then

Destroy.

NONARCHIVAL
ESSENTIAL
OPR

GS5006C03
Rev.3

Accidents/Incidents; No Claim Filed (Under Age 18)

Records relating to accidents/incidents involving individual(s) younger than age 18, an
where claims for dmages areot filed. Includes, but is not limited to, reports and
investigations.

Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reg
officers in accordance witRCW 41.24.210

Excludes hazardous materials accidents and incidents covered2byl GI57and GS5619-03.

Retainfor 3 years after

individual reaches age 18
then

Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

1. AGENCY
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Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

1.14 RISK MANAGEMENWSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION
RETENTION AND
NC&EI-EIS‘«ESXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS201a81 | Accidents/Incidents; No Claim Filed (Age 18 and Older) Retainfor 3 years after dat of NONARCHIVAL
Rev.2 Recads relating to accidents/ incidents involving individuals age 18 and older, and whe incident NONESSENTIAL
claims for damages ar®t filed. Includes, but is not limited to, reports and investigationy then OFM
Includes agency copy of Reports of Accident filled out for volunteefiginéers and reserve | Destroy.
officers in accordance witRCW 41.24.210
Excludes hazardous materials accidents and incidents cover@®®914177 and GS5019-03.
GS5606CG15 | INSURANCE AUDITS, SURWREPODRTS 4 years NONARCHIVAL
Rev.0 |To document and analyze the coverage, premium ¢@std seHinsurance costs NONESSENTIAL
OFM
GS5006CG16 | Insurance Policies Purchased Retainfor 6 years after NONARCHIVAL
Rev. 0 |Includes accident/injury, sickness, automobile, theft, fire liability, life, and all other insul termination or eyiration of ESSENTIAL
policies purchased by the agency coverage OPR
Note: The Local Records Committee suggests that policies which allow claims retroactive| then
period of coverage should be retained permanently. Consult your risk manager. Destroy.
GS5606G04 | INSURANCE POLICY CERTIFICATES PERMANENT NONARCHIVAL
Rev. 0 ESSENTIAL
OPR
MANAGEMENT
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1.14 RISK MANAGEMENWSURANCE

The activity of identifying and mitigating risks to the local government agency.

DISPOSITION RETENTION AND
Nﬁﬁg:gTSXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5606C35 | Permission for Minors to Participate Retainfor 3 years after NONARCHIVAL
Rev.3 Records relating to parental/legal guardian permission for individuals under ageci&lés | individual reaches age 18 NONESSENTIAL
employees, students, interns and volunteers) to participate in agspoyisored or ageney| then OPR
approved programs, events and activities. Includes travel away from agency facilities.| Destroy.
Includes, but is not limited to:
e Notices and announcements;
e Signup sheets, rosters, registration forms;
e Parent/legal guardian permissions (approval for use of private \e=hialaiver of liability,
emergency information, etc.);
e Chaperone/driver lists and information;
e Transportation and all other arrangements.
Excludepublic schoekponsored events and activities fBrek12 studentscoveredby DAN
SD5106G32 inthe School Btricts and Educational Service Districts Records Retention Sch
Excludes records covered by PREE19 in theParks, Recreation and Culture Records Reter
Schedule.
Note: If an accident/incident occurs, these records are covered by-G3BIB, GS5601-10,
and/or GS532-04.
GS56006G25 | RISK DATA 4 years NONARCHIVAL
Rev.0 |Information compiled on the costs, liability for risks to which the agency is exposed, an NONESSENTIAL
allocation of expense required to support the risk management program. OFM
MANAGEMENT
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1.15 TRAINING

The activity of thedcal government agency providing training to agency employees, contractors, customers, or theEpehliges financial records
covered in the Financial Management function.

DISPOSITION RETENTION AND
NCkJATBHEgIRzg:N) DESCRIPTION OF RECORDS DISPOSION ACTION DESIGNATION
GS2011178 | AgencyProvided Training; Curriculumand MaterialsDevelopment Retainuntil curriculum no NONARCHIVAL
Rev.1 Records relating to the development of training courses, seminars and/or workshops. |longer provided by agency NONESSENTIAL
Includes research, materials devpfoent, etc. then OFM
Excludedinal curriculum and materialsovered by GS201180. Destroy.
Excludes PreK2 education covered in th&chool Districts and Educational Service Districts
Records Retention Schedule.
G2011179 | AgencyProvided Training; Arrangements Retainuntil no longer needed NONARCHIVAL
Rev.1 Records relating to the administrative arrangements of agepoyided training courses, | for agency business NONESSENTIAL
seminars and workshops. then OFM
Includes, but is not limited to: Destroy.
e Trainirg date and place scheduling records;
¢ Training availability announcements and notices;
o Participant registration;
e Arrangement of catering, facilities and equipment.
Excludes financial records (facilities, catering, travel expense, etc.).
Excludes Pre&2 edication covered in th&chool Districts and Educational Service Districts
Records Retention Schedule.
Paged70f178
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1.15 TRAINING

The activity of thedcal government agency providing training to agency employees, contractors, customers, or theEpehliges financial records

covered in the Financial Management function.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSION ACTION

DESIGNATION

GS2011180
Rev. 1

AgencyProvided Trainingg Certificated, Hours/Credits Earned, or Mandatory
Records documenting training courses, seminars and workshops provided by the local
government agency to the public, customers, contractors, or agency employees, whersg
« Certificates/credentibs/licenses may be awarded; or,
e Continuing education hours/credits/points may be earned; or
e Training is required by federal, state or local statute, and/or by employer.

Recordsnclude, but are not limited to:

e Curricula, materials presented, tests admiargtd, etc.;

o Attendee lists and sigim sheets, test results, evaluations, etc.;
o Certification/hours/credits/points awarded.

Agencyprovided trainingincludes, but is not limited to:

e Continuing legal education (CLE) credits, etc.;

e Certification (and reaification) such as Emergency Medical Technician (EMT), Certi
Municipal Clerk (CMC), cardiopulmonary resuscitation (CPR), disaster response/
emergency preparedness, first aid, lifeguard, childcare, etc.;

e Recreational courses with marked levels of achievement (aquatics, etc.).

Excludes records covereaore specificallyin CORBr sector schedules such as:
e Hazardous mateais trainhg covered by5S2012029 or UT2012005;

e In-service education programs (clock hours) covered by S2&I01;

e Hazardous materials trained personnel list covered by GS51D;

o Apprentice certification files covered by GS5B 34;

o Employee training certifi¢as/history retained in personnel or training history §ile

Retainfor 6 years after training
provided

then
Destroy.

NONARCHIVAL
NONESSENTIAI
OPR

1. AGENCY
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1.15 TRAINING

The activity of thedcal government agency providing training to agency employees, contractors, customers, or theEpehliges financial records
covered in the Financial Management function.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOHION ACTION
GS2012029 | AgencyProvided Traimg ¢ Hazardous Materiad Handling Retainfor 50years after training NONARCHIVAL
Rev.0 Records documenting trainir@purses, seminarandworkshopsprovided by the local provided ESSENTIAL

government agencto the public,customersgcontractors,or agency employeeselating to then OPR
non-radiologicalhazardous materialsvaste handling or exposurgincludingcommunicable | Destroy.
infectious disease, toxic substances, harmful physical agents, atere:

e Certificates/credentiallicensesmay be awardegor,

e Gontinuing education houvsredits/points may be earned; or

e Training is required by federal, state or local statud@d/or by employer.

Records includebut are not limited to:

e Qurricula,materials presentediests administeredetc.;

¢ Attendee lists andignin sheetstest results evaluationsetc.;
e Certification/hours/credits/points awarded.

Excludes records coveredore specificallyin CORBr sector schedules such as:

» Radiation protection training as defined WAC 24&222-030and American Nuclear
Insurers (ANI) Information Bulletin 80A and covered in thBublic Utilities Records
Retention Schedule

« Employee training certificates/history retained K6 S Y L)X 28 SSQ& LISN
employee training history file.

b20SY ¢CKSNBE Aa y2 fAYAGFGAR2Y 2F FOlGAzy
hazardous materials.
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1.15 TRAINING

The activity of thedcal government agency providing training to agency employees, contractors, customers, or theEpehliges financial records
covered in the Financial Management function.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSION ACTION
G2011-181 | AgencyProvided Training; General Retainfor 3 yeas after training | NONARCHIVAL
Rev.1 Records documenting trainirgpurses, seminars arvdorkshops providedy the local provided NONESSENTIAL
government agencto the public, customers, contractors, or agency employgbkesre: then OPR
« Certificates/cre@ntials/licenses are NOT awarded; and, Destroy.

e Continuing education hours/credits/points are NOT earned; and

e Training is NOT required by federal, state or local statute or by employer.

Records include, but are not limited to:

e Curricula, materials presented, testdministered, etc.;

e Attendee lists and sigim sheets, test results, evaluations, etc.

Excludes records coveredore specificallyin CORBr sector schedules such as:

¢ Agencyprovided training covered by G811-180andGS2012029;

o Apprentice certificatin files covered by GSEMB 34;

« Employee training certificatghistory NS G A Y SR Ay G(GKS SofLId 2§
employee training history file.
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2. ASSET MANAGEMENT

¢KS FdzyOlAzy 2F YIylr3aiaya GKS 20t 3F2@SNYYSyd I 3Sy&&psipilies; iazafdusinaatedals, Ot dzF
etc.) and intangible assets (copyrights, easements, water and timber rights, etc.). Includes hazardous materials. Exctigleastets (stocks, bonds, etc.),
which are covered in the Financial Management section.

2.1 ACQUISITION/OWNERSHIP
CKS FOGAGAGE 2F FOldANARY3Ik2gYyAYyI daSia (§KNRdIzZEK LldzNdkie,arfl nforatignl
system technology (ITExcludes records documenting financial transactions evhare covered in the Financial Managemesgctionof CORE.

DISPOSITION RETENTION AND
NGuTB:gTSXN) DESCRIPTION OF RECORDS SIS EEEITION ACTION DESIGNATION
GS2012030 | Capital Assets (Other) and NaDapital Traked Assets Retainfor 4 years after NONARCHIVAL
Rev.0 [wWSO2NR& R20dzyYSyidAy3 I Olj dzA capitalized ndicr@akprépii® | disposition of asset ESSENTIAL
assetsand noncapital assets that areagged or trackedsmall and attractive assets, etc.).| or OPR
Nonreal property apital assets may include, but are not limited to: until disposition of asseind
« Vehicles, machinery, computers, equipment, furniture; o2YyLit suazy 2%
« Intellectual property (copyrights, patent rights, trademaréss.); examination reportwhichever
» Works of art and historical treasures; IS sooner
e Easements, rightsf-wayreceived byhe agency; then
e Water and timber rightseceived byhe agency. Destroy.

Includes, but is not limited to:
e Appraisals (statement of value);
e Purchase offers for agency assets which ardided by agency ;
e Legal ownership documentation (includespyof vehicle title if original is transferred to
new owner).
Excludes contracts and agreements covered by GS2694nd GS201-183.

Excludes real property assets covered by GEF%06.

2. ASSET Pageblof178
MANAGEMENT



Washington State Archives Local Governmen€anmon RecordsRetention Schedul€CORE
Office of the Secretary of State Version 3.0 lovemkber 2012)

2.1 ACQUISITION/OWNERSHIP
¢CKS FOGAGAGE 2F FOldANARYIk26yAYyT dasShia (§KNRdIzZAK LidzNdke, arfl hforfatign
system technology (ITExcludes records documenting financial transactions evhare covered in the Financial Managemesdctionof CORE.

lisiPese RETENTION AND
NC&E:ETSIN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5505A06 | Capital Assets (Real Property) Retainfor 10 years after ARCHIVAL
Rev.1 [RSO2NRa NBflIGAy3 (2 GKS 3SyoeqQa OF LA (I disposition of real property (Appraisal Required)
acquisition, ownership, divisiomalue,improvementsand sale (or other disposition) and ESSENTIAL
Realproperty capital assetsnay include, buare not limited to: 10 years after completion of OPR
e Land, infrastructureroad establishment; improvements; tran'sagtlon Qr termination/
« Land division (plat, short plat, binding site plans, etc.); expirationof instrument
« Buidings, leasehold improvements. then _
Includes put is not limited to: Tran_sferto Washlngton State
¢ Appraisals (sttement of land/facility valugs Archlyes for appralsal and
e Contractsandagreementgincludingbond grant levy-funded real property)includes selective retention.
negotiations, compliance monitoring, etc.;
e Documentation of legal ownersh{peeds, titles, title insurancetc);
e Easementgranted bythe agency;
e Encroachments (land disputes, water rights and obligations, etc.);
e Environmental site assessments (including tests, abatement/enclosure summary, etc.);
¢ Geological datandgeotechnical reportsaerial survey photographs/imagesd maps;
¢ Land ifiormation files &cquisitionreference files, condemnation proceedings, title
information such as location, size, value, etc.)
¢ National and State Environmental Policy Act (NEPA and Sgftisations, checklists, reports
determinations of significance oon-significance; draft, final, supplemental Environmentg
Impact Statements (EIS), Scoping Notices, etc.;
« Rights of wayacatedrelinquishedby the agency;
e Purchase offerfor agency asset@vhether accepted odeclined by agengy
continued e Sale/auction/salvagé&lonation records (where not already included in records of the
next page governing body covered by GSBBA-13.) continued next page continued next page continued next page
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2.1 ACQUISITION/OWNERSHIP

¢ KS

FOGADAGE 2F FOldANRYIKk26yAyT aasia

i KNE dz3 K

LJdzNdiz&ire, &ril hforRatighl (
system technology (ITExcludes records documenting financial transactions evhare covered in the Financial Managemesdctionof CORE.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

continued from
previous page

Capital Assets (Real Property) continuedfrom previouspage
Excludes records coveradbre specificallyin CORE or sector schedutegh as

continued from previous page

continued from
previous page

GS5505A-06
Rev. 1 » Records recordédiled with the county engineeand covered by5S2012031;
¢ Rightsof-wayandeasementgeceived bythe agency and covered by GS2a1160;
e Land survey field books and maps covered byO&B5L6;
o Lead Agenc$EPA recordsoveredin the Land Use Planning sector schedule
o Non-site-specific geological data/geotechnical reports.
Note: Bond transactions are completed when the final bond payment is made.
Note: PeRCW 4.16.020he statute of limitations for the commencement of actions for the
recovery of real property is 10 years.
GS201031 | County Engineer Records Retainfor the life of the agencyy ARCHIVAL
Rev. 0 | Records retained by the county engineer in accordance R@EnV 36.80.040Includes all then (Permanent Retentioj
matters recorded ad filedwith the county engineer documenting the complete history o] Transferto Washington State ESSENTIAL
public roads, highways, bridges, ditches, or other surveys of the county Archives for permanent OPR
Includes, but is not limited to,riginal papers, documes, petitions, surveys, repairsther | retention.
papersand reports
GS56806B24 | Environmental Site Assessmergg\sset Not Acquired Retainuntil no longer needed ARCHIVAL
Rev. 2 |Records relating to an analysis of environmental conditions (including hazardous mate| for agency business (Appraisal Required)
and conditions) on real property being considered for acquisition, but not acquired by t| then NONESSENTIAL
agency. Includes apaisals completed by independent appraisers under contract to the| Transferto Washington State OFM
agency as well as agenggnerated appraisals. Archivedor appraisal and
selective retention.
Page530f 178
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2.1 ACQUISITION/OWNERSHIP

¢ KS

FOGADAGE 2F FOldANRYIKk26yAyT aasia

i KNE dz3 K

LJdzNdiz&ire, &ril hforRatighl (

system technology (ITExcludes records documenting financial transactions evhare covered in the Financial Managemesdctionof CORE.

N%E‘EEE’%I;TE(:) DESCRIPTION OF RECORDS DISEgEII\IT-II-g)NN:CIZ\IT?ON DESIGNATION
GS2012032 | Naming @Assets) Retainuntil no longer needed ARCHIVAL
Rev. 0 |Records relating to the naming or renaming of roads, streets, parks, buildings, schools for agency business (Permanent Retentioh
stadiumsp NA RISas FyR 20KSNI FaasSda o awhdteithe @ then NONESSENTIAL
naming process is not included in the development application. Transferto Washington State OPR
Includesresearch, community pollgroposalsapprovalscorrespondencegontracts and Archiv_es fopermanent
agreementssale of naming rightstc. retention.
Excludesecords covered by GSRBA13, Meetings¢ Governing/Executive
GS5107-21 | Property Purchase Proposaidade by Agency, Unsuccessful Retainfor 3 years afteroffer NONARCHIVAL
Rev.1 |Records relating toneposals maddy the local government agency for the purchase of rq declined or withdrawn NONESSENTIAL
propertywhere the offer is not acceptedr is withdrawn by the agency. then OPR
Includes, but is not limited to, negotiations, purchase offers, title reports, etc. Destroy.
Excludesu,ccesAsfuI purcpaseuproposals m@_ﬂ&he agenc;ANDpurchase offersnadevby other
partiesfort KS | 3Sy 0eé Qa NI fverddbypGISEDBIDE > G KA OK | N
Excludes environmental site assessments covered by-G&E5R4.
Pageb40f 178
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2.2 AUTHORIZATIGGERTIFICATION

The activity ofeceivingpermission or approval in relation to asset managemertludes authorizatits grantedby the local government agency.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS201033 | AuthorizationgCertifications ¢ Assets Retainfor 6 years after NONARCHIVAL

Rev. 0

Records relating thicenses, permits, accreditations, certifications, inspections, and othe
authorizationsacquired bythe local government agency in relation to its assefisere not
covered by a more specific records seriegludes authorizations required by and/or
received from regulating authorities (local, state, federal agencies and/or courts).

Includesput is not limited to:

e Application/filing& confirmation, violations/correctionggports, related correspondence, etq

¢ Building construction/modification permits and inspections (master use, mechanical,
electrical, plumbing, statements of alternateriruction, certificates of occupancy, tenant
improvement, Federal Emergency Management Agency [FEMA] flood, etc.);

e Fire and life safety permits/inspections (fire extinguishers, alarms, sprinklers, suppressiq
systems); heating, ventilation, air conditiogi[HVAC] systems; boilers/hot water tanks,
elevators, etc.);

e Land use and environmental permits (utility, shoreline, conditional use, surface mining,
zoning/land use exceptions/waivers, variances, forest practices, landscape, Army Corpg
Engineers, Nadnal Pollutant Discharge Elimination System [NPDES], etc.);

¢ Registrations (xay facilities and devices, etc.);

¢ Vehicle/Vessel registration/tabs, emissions testing, USDOT number, etc., for motor poo
buses, garbage/recycling trucks, armored transport, etc.;

e Water permits (drinking, waste, sude, ground, and drainage, etc.).

Excludes records coveredore specificalljn CORBr sector schedulesuch as

e Records filed/recorded with the county engineand covered b¥5S2012031L

e Real property ownership (land division permits, SEPA, etc.) covered by0&&66;

e Hazardous materials covered by GR851-04.

Excludes authorizatiorgganted by the local government agency (permits, certificates, licensg

SEPA lead agency review, etc.), which are covered in sector schedules.

authorization superseded or
terminated

and
conditions of authorization
satisfied

and
violations (if any) corrected/
resolved

then
Destroy.

NONESSENTIAL
OPR
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2.2 AUTHORIZATIGGERTIFICATION

The activity ofeceivingpermission or approval in relation to asset managemertludes authorizatits grantedby the local government agency.

oSO SIICH] RETENTION AND
NC&EI-EIERESXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012034 | Designations (Asets) Retainuntil no longer needed ARCHIVAL
Rev. 0 |Records relating to designations bestowed on assetsed or maintainedby the local for agency business (Permanent Retention)
government agency. Includes applications, correspondence, notifications, etc. then NONESSENTIAL
Includes, but is not limited to: Transferto Washington State OFM
« Heritageor landmarkdesignation, placement on the National Historic Register, etc.; Archi\{es for permanent
« Critical (Sensitive) Area designation. retention.
Excludes electric utility designations made by federal regugateluding NERC, CIP and TSA.
Excludeshe granting of designations, which isovered in sector schedules
2. ASSET Pages6of 178
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2.3 CONSTRUCTION

The activity of designg, planning and construath of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructur
(roads, sidewalks, bridges, runways, helipads, water, sevainage and lighting systems, etc.), and information systems (IT)(software, networks,

owned, leased, maintained, or occupied by the local government agency.

DISPOSITION RETENTION AND
NC&E:EFESXN) DESCRIPTION OF RECORDS DISPOSITIONCTION DESIGNATION
GS2012035 | AsBuilt Drawingsg Appraised and\ot Selected for Archival Preservation Retainuntil structure no longr NONARCHIVAL
Rev.0 |Final set of drawings (dsuilts) produced at the completion of the construction of the loci owned by agency ESSENTIAL
32 @S NY Y Sy structu@Sayidiriir&tiucturevhere Washington State Archives has| then OPR
appraised andnhot selected the records for preservatiodocuments the approved design| Transferto new owner
(asdesigned drawings) and changes made during constructimeiudes redesigns, or
remodels, and renovatits; architectural and engine@eg drawings and specifications. Destroy.
Note: If a final set of abuilt drawings is1ot produced, then the adesigned drawing(with
notations) serve as the dmuilt.
GS5018-06 | AsBuilt Drawingsg Appraised and Selected for Archival Preservation Retainuntil completion of ARCHIVAL
Rev.1 |Final set of drawings (dsuilts) produced at the completion of the construction of the locd project (Permanent Retention)
32 @S NY Y Sy strucku@Sayidiniréstiucturevhere Washington State Archives has| then ESSENTIAL
appraised and selected the records for preservationocuments the approved design{as Transferoriginalto Washington OPR
designed drawings) and changes made during construction. Includes redesigns, remqg State Archives for permanent
and renovations; architectural and engineering drawings and specifications. retention.
Note: If a final set of abuilt drawings is1ot produced, then the adesigned drawing(with
notations) serve as the dsiilt.
Note: Due to the significance of this record, Washington State Archives recommends that
project completion, the agency create a working copy for its use and transfer the original tg
Washington State Archives.
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2.3 CONSTRUCTION
The activity of designg, planning and construath of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructur
(roads, sidewalks, bridges, runways, helipads, water, sevainage and lighting systems, etc.), and information systems (IT)(software, networks,
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITIOACTION

GS5018-10 | Construction Project Files Retainfor 6 years after ARCHIVAL
Rev.1l Records documenting the planning, design, and construction phases of the local govel completion of project or terms | (Appraisal Required

38y 0eQa &a0GNHzOGdzNB& | yR AY TNI &G NHzO G dzNJB | of grant agreementwhichever | NONESSENTIAL

improvements, betterments, and ineases in efficiency. is later OPR

Structures and infrastructure (above or below ground) include, but are not limited to: then _

« Buildings (offices, schools, plants, warehouses, etc.): Transferto Washington State

« Roads, bridges, tunnels, dams, drainagetays, water and sewer systems; Archives for appraisal and

« Ferry terminals/docks, helipads, runwaysnsit stops/pads/shelterspark facilities; selective retention,

e Curbs, gutters, sidewalks, parking tqtark benchesdfire hydrants;

e Street lighting systems, traffic lightsigns and signals; pany meters;art installations.

Records include, but are not limited to:
e Asdesigned drawings (provided that-asilt drawings are retained in accordance with
GS5018-06);
e Design and décor documentation foistorical reference (paint colors, building materia
and fixture descriptions, etc.);
e Public feedback (input, support, opposition, etc.);
e Public meeting materials (handouts, comments, etc.);
e Photographs, official dedication/opening, etc.;
¢ Preliminary drawngs and specifications;
e Schedules, calendars, construction logs, quality control reports
e Related communicationsvith contractors, consultantsttorneys,regulatory agencies,
continued municipalities, etc.).

next page Excludesecords coverednore specificallyin CORBr sector schedules such asontinued next page continued next page continued next page
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Version 3.0 lovemkber 2012)

2.3 CONSTRUCTION
The activity of designg, planning and construath of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructur
(roads, sidewalks, bridges, runways, helipads, water, sevainage and lighting systems, etc.), and information systems (IT)(software, networks,
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITIOACTION

DESIGNATION

continued from

previous page

GS56018-10
Rev. 1

Construction Project Files continued from previous page
Excludesecords coverednore specificallyin CORBr sector schedulesuch as
¢ AsDesigned drawing&erving as ABuilt drawing3 coveed byGS5618-06 orGS2012035,
¢ Records filed/recorded with the county engineeovered byGS2012031;
¢ Construction permits and inspections covered b@2033
¢ Contracts and agreement®veredby G2011-183, GS5505A-06, etc.;
¢ Real property ownershipecords (SEPA&ontracts,etc.) covered by G5-05A-06.
Note: PeRCW 4.16.31ahe statute of limitations for the commencement of actions or claims arig
from construction, alteratio, repair, design, planning, survey, engineering, etc., of improvements

upon real property is 6 years after substantial completion of construction or termination of servi

continued from previous page

continued from
previous page
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.3 CONSTRUCTION

The activity of designg, planning and construath of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructur
(roads, sidewalks, bridges, runways, helipads, water, sevainage and lighting systems, etc.), and information systems (IT)(software, networks,

owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITIOACTION

DESIGNATION

GS5006B22
Rev. 1

Facility Systems/Equipment
Documentation okystemsandequipmentinstalledin facilitiesowned, leased or maintaine
by the local government agencincludes only systems and equipment that aw integral
to the structure of the facility and thahay be replaced during the life of the faciliguch as
e Audio/visuaj
« Fire and life safety (alarms, sprinklers, etc.);
e Heating, ventilating and air conditing (HVAQ)
e Information technology (IT) wiring;
e Security.
Includes, but is not limited to:
e Installation drawings and other documentation integral to the maintenance and oper
of the systenor equipment
e System layout descriptions, specifications;

o Warranties.

Retainfor 6 years after the
systemor equipmentis replaced
or disposed of
then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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2.3 CONSTRUCTION
The activity of designg, planning and construath of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructur
(roads, sidewalks, bridges, runways, helipads, water, sevainage and lighting systems, etc.), and information systems (IT)(software, networks,
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITIOANCTION
GS2012036 | IT Applications; Noteworthy Retainuntil no longer needed ARCHIVAL
Rev. 0 |Records documenting the planning, technical design, construction, installation, for agency business (Appraisal Required)
implementation, posth YLX SYSy (il A2y NBGASSG yR 02Y| and NONESSENTIAL

noteworthy information systems (computer software applications, databases, websites| all records within the OPR

Includes, but is not limited to, applications which are: application have been migted
e Of particular significance to the agency or community; or dispositioned in accordance
« Considered tde groundbreaking (first use of technology to deliver a particular agenc| With a current approved record

service, etc.); retention schedule
e/ NBFGSR 2NJ dzaSR G2 YIyl3s (kS | 3Syodeq| then _
« Award recipients (local, state, national, international). Transferto Washington State

Archives for appraisal and

Includes contracts and agreements. : .
selective retention.

Note: For guidance on how to identify noteworthy IT applicatiptesasecontact Washington
State Archives.
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Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.3 CONSTRUCTION

The activity of designg, planning and construath of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructur
(roads, sidewalks, bridges, runways, helipads, water, sevainage and lighting systems, etc.), and information systems (IT)(software, networks,

owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
RETENTION AND
NC&TBI-EIgFEIIDTXN) DESCRIPTION OF RECORDS DISPOSITIONCTION DESIGNATION
GS56006A:-03 | IT Applications; Technical Design and Implementation Retainuntil application or NONARCHIVAL
Rev.2 |[wSO2NR& R20dzYSyidAy3a GKS G§SOKyYyAOFf RSaA |versionisnolongerneeded fof ESSENTIAL
software applicationsdatabases, and websites (internet and intranet). agency business OFM
Includes, but is not limited to: and o
« Design documentation/detail; all records within the
« Databage schema and dictionaries; application have been migrated
« Source code; or dispositioned in accordance
e System and program change descriptions/authorizations; with a current approved record
« Development plans (for testing, training, conversion, and acceptance); retention schedug
« Release notes; then
« Operational and user instructions; Destroy.
o Acceptance testing.
Excludes noteworthyT applications covered liyS2012036.
GS2016D03 | IT Audit Trailg Infrastructure Retainfor 1 year after date of NONARCHIVAL
Rev.1 |Records documenting aubrizations for and modifications to the configurations and setti activity NONESSENTIAL
2F GKS F3SydéQa AYyFNI &0 NHOGdzNE 6FANBSI | then OFM
Destroy.
Page620f178

2. ASSET
MANAGEMENT



Washington State Archives
Office of the Secretary of State
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Version 3.0 lovemkber 2012)

2.3 CONSTRUCTION
The activity of designg, planning and construath of structures (buildings, schools, power plants, park facilities, transit centers, etc.), infrastructur
(roads, sidewalks, bridges, runways, helipads, water, sevainage and lighting systems, etc.), and information systems (IT)(software, networks,
owned, leased, maintained, or occupied by the local government agency.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITIOACTION
GS201@06 |IT Networkg Design and Build Retainuntil no longer needed | NONARCHIVAL
Rv.1 [wWSO2NR& R20dzySyidAy3a GKS RSaA3ay | yR 02y |foragency business ESSENTIAL
network. then OFM
Includes, but is not limited to: Destroy.
e Network diagrams and build guides;
e Master control list of Internet Protocol (IP) address assignments;
e Uniform Resource Lot (URL) addresses and passwords.
GS5505G04 | Standards and Specifications Manuals Retainfor 6 years after ARCHIVAL
Rev.1 |5SaA3dy FyR RS@St2LISyid adlyRINRA | yR & superseded (Appraisal Required)
body for the construction, operation and maintenance of structures and infrastructure | then ESSENTIAL
GAOKAY G(KS 138ydeQa 2dNAaARAOGAZ2ZY ® Transferto Washington State OFM
Archives for appraisal and
selective retention.
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2.4 DISPOSAL
¢CKS FOGAGAGE 2F RAALRAaAAY3TI 2F (GKS f 20 {ExcBdkdtiaidonSmyaterials/dabgfrous Waste. | 4 a4 S

DISPOSITION RETENTION AND

AUTHORITY
NUMBER (DAN) DESCRIPTION OF RECORDS SEEERTON A TEN DESIGNATION
GS5606E08 | Disposl of Assets (NotReal Property) Retainfor 6 years after disposa NONARCHIVAL
Rev.1 |[Nonfinancial records relating to the process disposing of all ageanyeal property of asset NONESSENTIAL
capital assets. Includes sale, auction, salvage, donation, etc. then OPR
Includes, but is not limited to: Destroy.

e Selling equipment, vehicles, machinery,, &ftc;
e Copyof vehiclevesselreport of saleetc.;
e Surplusproperty transfer.

Excludes:

e Ordinances and resolutions (and associated documents) authorizing the auction of g
property covered by GSBI6A16 and GS501-25;

e Disposal of hazardous matelgacovered by GSEB-02;

 Disposal of real property assets covereddf5-05A-06;

e Purchase offers for agency assdé&lined bythe agencycovered byGS2012030.

GS5006B23 | Waste Materials Analysis Retainfor 6 years after analysiy NONARCHIVAL
Rev0O |Recordsrelatingtothanalysiss ¥ (G KS | 3SyoeQa ¢+ adsS Yl (| completed NONESSENTIAL
determine if the materials should be designated as+hazardous or hazardous waste. then OPR
Includes reports Destroy.
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2.5 HAZARDOUS MATERIRE MANAGEMENT )

Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local gaverimanSy O& Q& K1 T | NF
Includes abatement and remediation.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIRON OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5501M-04| AuthorizationgCertifications ¢ Hazardous Materials Retainfor 50years after NONARCHIVAL
Rev.1 |Records relating tbcenses, permits, accreditations, certifications, inspections, androthe authorization superseded or NONESSENTIAL
authorizationsacquired bythe local government agency in relation to hazardous materia terminated OPR

created, maintained, disposed of, or in any way used by the local government agéecg, and
not covered by a more specific records serieeludes authorizations required by and/or | conditions of authorization

received from regulating authorities (local, state, federal agencies and/or courts). satisfied
Includes put is not limited to and _
« Radioactive materials licenses and inspections pursuaghdgter 246220through254 | Violations (if any) corrected
WAC then
Destroy.

Hazardous materials includeut are not limited to
e Toxic substances or harmful physical agents as defin€2HR/§ 1910.1086)(13);
e Hazardous materials as defined RZW 70.136.020
e Dangerous waste, extremely dangerous waste, hazardous substances or hazardous
as defined byRCW 70.105.010
e Pesticides as defined IRCW 15.58.030
e Hazardous chemicals defined by the U.S. Departmerdtudi,. Occupational Safety &
Health Administration (OSHApzard Communication Standards
b2GSY CKSNBE Aa y2 fAYAOGlLIGA2Y 2F I OGAz2Y
hazardous materials.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.5 HAZARDOUS MATERIRE MANAGEMENT

Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local gaverimanSy O& Q& K1 T | NF
Includes abatement and remediation.
DISPOSITION RETENTION AND
Nﬁﬁgl-ElgREg:N) DESCRIRON OF RECORDS DISPOSITION ACTION DESIGNATION
GS5019-15 | Hazardous Materials/Dangerous WasteAbatement ard Remediation Retainfor 10 years after ARCHIVAL
Rev.1 |Records relating to hazardous materials clegnactions and investigations of incidents | completion of project (Appraisal Requireyi
FYRK2NJ RAAF &G SNAR 2 O Orikahichidh ghd compleled By W oriiier&f d  or ESSENTIAL
the agency. 10 years after terms of grant OPR
Projects include, but are not limited to: agreementwhiche\er is later
« Comprehensive Environmental Response, Compensation and Liability Act (CERCL4 then
{ dZLISNF dzy R LINP2SOG AT &A(Sa HakaadiuS KtesA gvaq | Transferto Washington State
173-340-330); Archives folappraisal and
« Abatement, remediationtemoval of potentially hazardous materials such as asbestog selective retention
lead paint, lead in drinking water, contaminated soibrage tanks (under or above and
ground), etc.; Retainrecordsnot selected for
e Cleanup of spills and releases of hazardous materials. permanent preservation for 50
Records include, but are not limited to: years pursuant to
¢ Preliminary assessment/site inspection reports, remedial investigation/feasibility studies and 42 USC 8603 (d)(2)
reports, risk and engngerment assessment, health and safety plans, etc.;
¢ Notifications (such aEmergency Release Notificatiohan Extremely Hazardous Substance (EH
in accordance with Comprehensive EnvironmeRasponse, Compensation and Liability Act
(CERCLA), asbestos removal/disturbance notification required of local education agencies b
Asbestos National Emissions Standards for Hazardous Air Pollutants (NESHAP) in accordar
40 CFR § Part 61, SubparjM
e Contracts, abatement permits, consent agreements, record of decision (ROD), administrativg
orders,plans project operations, work, community relations, quality assurarete.)
e Sampling data, chemical analysis services, surveys, applicable or relevant and appropriate
requirements (ARARSs), enforcement action, operaomaintenance, monitoring review;
¢ (Potentially) responsible party searches and investigations; consent decrees;
e Alert notifications (emajlweb post, tweet, RSS feed, etc.).
2. ASSET Page660f 178
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http://apps.leg.wa.gov/wac/default.aspx?cite=173-340-330
http://apps.leg.wa.gov/wac/default.aspx?cite=173-340-330
http://www.ecy.wa.gov/epcra/section304.html
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=39989b736a93f77f27008ac3881d9c1d&rgn=div6&view=text&node=40:8.0.1.1.1.13&idno=40
http://uscode.house.gov/download/pls/42C103.txt
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Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE
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2.5 HAZARDOUS MATERIRE MANAGEMENT

Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local gavernmanSy 0@ Q& KI T I NJ
Includes abatement and remediation.
DISPOSITION RETENTION AND
NC&E:ETSZN) DESCRIRON OF RECORDS DISPOSITION ACTION DESIGNATION
GS5019-02 | Hazardous Materials/Dangerous WasteControl/Inventory/TrackingDisposal Retainfor 50 years after end off NONARCHIVAL
Rev.1 |Records documenting the control, tracking, and disposti@hazardous materials and | calendar year ESSENTIAL
dangerous waste generated, transported, treated, stored, used, and/or disposed of by | then OPR
local government agenayhere no accident or incident has occurred. Destroy.
Includes, but is not limited to:
e Reports and forms required under tiiResource Conservation and Recovery Act (RC
e Dangerous Waste Annual Report filed with the Department of Ecology in accordan
with WAC 173303-220;
e Materials Safety Data Sheet (MSIEC 296300-180), annual inventory of chemicals
emergency and hazardous chemical inventory form, Tier Two Chemical Inventory
Report, andhll other forms and reports submitted to the State Emergency Responsg
Commission (SERC), Local Emergency Planning Committees (LEPC), the Departn
Ecology and/or local fire department as required by the U.S. Environmental Protec]
AgencyEmergency Planning & Community RitthkKnow Act
e Toxic Release Inventory (TRI) reporting in accordanced®itbFR 8§ Part 372
Excludes:
e Abatement/remediation records covered by GSBB15;
o Pesticide application covered by GSEB43;
e Hazardousnaterials/dangerous wastplanscovered by GS509-08.
Note: Thereisnolimitaticd ¥ | OG A2y 2y (GKS F3SyoeQa Al
hazardous materials.
MANAGEMENT


http://www.epa.gov/lawsregs/laws/rcra.html
http://apps.leg.wa.gov/wac/default.aspx?cite=173-303-220
http://apps.leg.wa.gov/wac/default.aspx?cite=296-800-180
http://www.epa.gov/ceppo/web/content/epcra/epcra_storage.htm
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title40/40cfr372_main_02.tpl
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2.5 HAZARDOUS MATERIRE MANAGEMENT

Records relating to the identification, location, handling, use, storage, transportation, and disposal of the local gaverimanSy O& Q& K1 T | NF
Includes abatement and remediation.
DISPOSITION RETENTION AND
NC&E;ERESXN) DESCRIRON OF RECORDS DISPOSITION ACTION DESIGNATION
GS5019-08 | Hazardous Materials/Dangerous WastePlans Retainfor 6 years after obsolets ARCHIVAL
Rev.1 |Plans and procedures relating to the proper management of hazardous materials/wast| or superseded (Appraisal Required
used, owned, stored, or created by the local government agency. May include informa{ then ESSENTIAL
relating to the collection, analysis, transportation, recordkeeping, and disposal of hazal Transferto Washington State OPR
waste/materials in an effort to prevent contamination of humans, the environment, etc.| Archives for appraisal and
Includes, but is not limited to: selective retention.
e Hazardous materials emergency response plans and procedures;
e Employee Right to Know implementation plan;
e Haardous waste plans prepared and submitted to the Department of Ecology in
accordance wittRCW 70.105.220
e Asbestos management plans prepared in accordance witigtestos Hazard
Emergency Response ABHERAANd theAsbestos School Hazard Abatement
Reauthorization AASHARAN accordance witd0 CFR § Part 763
Excludes hazardous materials reports and inventories covered by I3dEDand abatement
records covered by GSA®-15.
Note: Local hazardous waste plaRCW 70.105.220eceivedy the Washington State
Department of Ecology are designated Archival in accordance with the Department oEEQH
records retention schedule.
GS5018-43 | Pesticide Application Retainfor 7 years after date of| NONARCHIVAL
Rev.1 |RecordR2 OdzYSy iAy3 GKS 20t 3 ef geStigeroSgridultural pesticideapplication NONESSENTIAL
land, roadsides, and/or landscapes as regulate®6YWV 17.21.108nd WAC 162281320 then OPR
Destroy.
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http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.220
http://www.epa.gov/region2/ahera/ahera.htm
http://www.epa.gov/region2/ahera/ahera.htm
http://www.epa.gov/asbestos/pubs/2003pt763.pdf
http://apps.leg.wa.gov/rcw/default.aspx?cite=70.105.220
http://apps.leg.wa.gov/rcw/default.aspx?cite=17.21.100
http://apps.leg.wa.gov/wac/default.aspx?cite=16-228-1320
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Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.6 INSPECTION/MONITORING

The activity of observing, examining, testing, calibratingasoeing or otherwise evaluating/confirming the functionalisafety, omperformance of the
I 3Sy0eQa LKeaAlOlf aasSiao LyOfdzRSa NRdziAyS=>

*Excludes inspections/monitoringoonpleted byoutsideregulatory agencieswhichis covered by GS501-42.

*Excludes inspections/monitoring completed by the local government agendtgiocapacity as a requlatory agencwhichiscovered in sector schedsle

LINBGSYy iA@Ss

LINBRA O

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTIONF®RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5018-08 | Inspections; Bridges Retainfor 6 years after asseto | NONARCHIVAL
Rev.0 | Records relating to the inspection of bridges owned by the agandperformedin longer owned by agency ESSENTIAL
then OPR

accordance with National Bridge Inspectionritards (NBIS) pursuant B3 CFR §50(C)
and23 USC 151Includes inspection diaries, field notesc

Excludes records held by theunty engineerandcovered byGS2012031
Excludes reports covered 352012044

Destroy,.

GS2012037
Rev. 0

Inspedions/Monitoring ¢ Non-Regulated

Records documenting inspections/monitoring of assets owned, used or maintained by
local government agencwhere not required by regulatory agenciedncludesnspections/
monitoringcompleted by agency staff and/or contractoisicludes structures and
infrastructure, equipment and systems, vehicles/vessels, IT hardware and systems, et

May include, but is not limited to:
e Temperature and humidity records;
e Equipmentfunctionality/safetycheckqvehicle daily checkstc.),
e IT system health monitoring (benchmarks, réaie performance logs, etc.).
Excludes records coveredore specificallyin CORIBr sector schedulesuch as
e Regulated and/or environmental inspections/monitoring covered by @5510, GS590
19-15, GS5M1-42, GS56018-08,and GS2012038;
« Traffidlight monitoring covered b¥5S5018-33 andGS56018-34;
e Inspections/monitoring of asset®wt owned by the agency bumonitoredby the agency
in a regulatory capacitywhichis covered in sectoschedules

Retainuntil no longer needed
for agency business

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr;sid=79e2e26a6c788886850f5c8d79a040a3;rgn=div5;view=text;node=23%3A1.0.1.7.28;idno=23;cc=ecfr#23:1.0.1.7.28.3
http://us-code.vlex.com/vid/national-bridge-inspection-program-19205074
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2.6 INSPECTION/MONITORING

The activity of observing, examining, testing, calibratingasoeing or otherwise evaluating/confirming the functionalisafety, omperformance of the
LINBGSYy iA@Ss

I 3Sy0eQa LKeaAlOlf aasSiao LyOfdzRSa NRdziAyS=>
*Excludes inspections/monitoringoonpleted byoutsideregulatory agencieswhichis covered by GS501-42.

*Excludes inspections/monitoring completed by the local government agendtgiocapacity as a requlatory agencwhichiscovered in sector schedsle

LINBRA O

DISPOSITION RETENTION AND
Nﬁu-Q-E'g—\(’SZN) DESCRIPTIONF®ECORDS DISPOSITION ACTION DESIGNATION
GS5107-10 | InspectionsMonitoring ¢ Regulated Environmenta) Retainfor 30 years after end off ARCHIVAL

Rev.1 |Records relating to environmental monitoring of assets owned by the agency where | calendar year (Appraisal Required)
required by regulatory agencieandwhere not covered by a more specific records serieg then NONESSENTIAL
May include monitoring of soil, air, water (ground, drinking, surfaceste), etc. Transferto Washington State OPR
Includes, but is not limited to: Archives for appraisal @n

« Atmospheric monitoring of confined spas (WAC 296809-50006). selective retention
Excludes records covered more specificallg@RBr sector schedulesuch as
e Hazardous materials abatement/remediation covered by GB505;
e Inspectims/monitoring covered by GS8Ml-42, Authorizations Received from Regulatg
Agencieg Assets;
e Inspections/monitoring of asset®wt owned by the agency bumonitoredby the agency
in a regulatory capacitywhich is covered in sector schedules
Note: Lochgovernment agencies may need to retain these records longer in order to comg
with additional federal or state regulatory agency requirements.
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http://apps.leg.wa.gov/wac/default.aspx?cite=296-802-20010
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2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibratingasoeing or otherwise evaluating/confirming the functionalisafety, omperformance of the
I 3Sy0eQa LKeaAlOlf aasSiao LyOf dzRSa NRAziAySI LINBGSY(A@dS:I LINBRAO
*Excludes inspections/monitoringoonpleted byoutsideregulatory agencieswhichis covered by GS501-42.
*Excludes inspections/monitoring completed by the local government agendtgiocapacity as a requlatory agencwhichiscovered in sector schedsle
DISPOSITION RETENTION AND
NC&E:(F){TSZN) DESCRIPTIONF®RECORDS DISPOSITION ACTION DESIGNATION
GS2012038 | Inspections/Monitoringg Regulated (NorEnvironmental) Retainfor 6 years afteend of NONARCHIVAL
Rev.0 |Records relating to neenvironmental monitoring of assets owned by the agewtere calendar year NONESSENTIAL
required by regulatory agencieandwhere not covered by a more specific records series and OPR
Includes, but is not limited to: violations (if any) corrected
« Airport selfinspectiong14 CFR § 139.3p7 then
e Underground storage tank (UST) inspectigfG CFR 8§ 280.%5 Destroy.
Excludes records coveredore specificallyin CORIBr sector schedulesuch as
e Bridge inspectionsavered byGS2012031, GS5018-08, andGS2012044
e Environmental inspections/monitoring covered by G85110 and GS2012037,
e Hazardous materials abatement/remediation covered by GB505;
e Inspections/monitoringelating to an authorization/certification ancbvered by GS501-
420r GS2012033,
e Inspections/monitoring of asset®t owned by the agency bumonitored by the agency
in a regulatory capacitywhich is covered in sector schedules.
Note: Local government agencies may need to retain these records longer in order to con
with additional federal or state regulatory requirements.
GS5618-34 | Monitoring (Traffic) ¢ Analysis Retainfor 6 years afteanalysis ARCHIVAL
Rev.0 | Compilations, malyses andreportsprepared by the agency (includes contractoedting to | or report completed (Appraisal Required)
traffic count/volume/flow, traffic lights/sgjnals, traffic accidents/incidents, eton streets then NONESSENTIAL
YR NRIFIRa gAGKAY (GKS | 3SyOeQa 2dzNA aRA O|Transferto WashingtorState OPR
Includes butis not limited to: Archives for appraisal and
« Dataanalysis, summary reports and printouts, maps, etc. selective retention.
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Washington State Archives Local Governmen€anmon RecordsRetention Schedul€CORE
Office of the Secretary of State Version 3.0 lovemkber 2012)

2.6 INSPECTION/MONITORING
The activity of observing, examining, testing, calibratingasoeing or otherwise evaluating/confirming the functionalisafety, omperformance of the
I 3Sy0eQa LKeaAlOlf aasSiao LyOf dzRSa NRAziAySI LINBGSY(A@dS:I LINBRAO
*Excludes inspections/monitoringoonpleted byoutsideregulatory agencieswhichis covered by GS501-42.
*Excludes inspections/monitoring completed by the local government agendtgiocapacity as a requlatory agencwhichiscovered in sector schedsle
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTIONF®RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G$0-18-33 | Monitoring (Traffic) ¢ Raw Data Retainuntil no longer needed NONARCHIVAL
Rev.0 | Raw data collected during the monitoring of trafficunt/volume/flow, traffic lights/signals,| for agency business NONESSENTIAL

traffic accidents/incidents, and other information or statistics relatingr&dfic onthe then OFM
a0NBSia YR NRIFIRa ¢gmiKAY (GKS |3SyodeQa Destroy.
Includes, but is not limited to:
e Hectronic data, video recordings
e Accident reports received from Washington State Patrol or other law enforcement
agency, etc.
Excludes summary report compilations covebydGS5a18-34.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.7

INVENTORY

The activity of detailing or itemizing goods, materials and resources on a periodic basis.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5003A18
Rev. 1

Inventory ¢ Capital, Expendable and Consumalglesets
wSO2NRa NBfFlAy3a (2 (GKS AyOSyiliz2NEBRAWE 2
policy, ordinance, or resolutio@ndexpendable assets (tagged or tracked using tags or
serial numbers in accordance with agencyigglordinance, or resolutionand consumable
assets (including items offered for resale).
Capital assets may include, but are not limited to:

e Land, improvements, infrastructure, easements, rigbksvay;

e Buildings, leasehold improvements;

e Vehicles, machinery, computers, equipment, furnéu

e Works of art and historical treasures.

Expendable assets may include, but are not limited to:

e Computers, smart phones, global positioning system (GPS) devices.

Consumable assets may include, but are not limited to:

e Commodities (food, fuel, etc.);

 Supplies (office, forms, printing, ma, linens, etc.);

e Forms, publications;

e Parts (for vehicles, printers, machines, etc.);

e School stores items (shirts, snacks, annuals, planpeasbooksetc.);

e Concession supplies, maps, code books;

e Grave markers.

Excludes:

e Hazardous materials inventes covered by GS5[B-02;

e Tree inventorieyGS56006B-25) and surplus property inventories (GS38G06).

Note: Capital asset tracking infomation must be createdin accordance witflRCWA3.09.200 and is

covered byGS2014182.For more information, please contact the Office of the State Auditor.

Retainfor 4 fiscal years after
date of inventory

or
until disposition of asseind
O2YL} StAzy 27
examination reportwhichever
is sooner

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

2. ASSET
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.7 INVENTORY
The activity of detailing or itemizing goods, materials and resources on a periodic basis.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5006B05 | Inventory ¢ Keys/Key Cards/Badges Retainuntil obsolete or NONARCHIVAL
Rev.1 |Records documenting the inventory of security beslgr building keys/key cards issued t{ superseded ESSENTIAL
employees (includes contractors and volunteers) and visitors to gain access to agency] then OFM
facilities and resources. Destroy.
GS5608CG06 | Inventory ¢ Surplus Property Retainfor 6 years after NONARCHIVAL
Rev.1 |Records reting to the inventorying of surplus capital and/or expendable (tagged or traq inventoryrecordobsolete or NONESSENTIAL
assets. superseded OPR
then
Destroy:.
GS5006B-25 | Inventory ¢ Trees Retainfor 3 years after ARCHIVAL
Rev.1 Recordgelating tothe inventoning of trees on agencpwned propertycompleted in inventoryrecordobsolete or (Appraisal Required)
accordance witlan agencyadopted policy regarding historical or ornamental tredéay superseded NON%SPSRENT'AL
include number, type, age, and estimated height. then
Transferto Washington State
Archives for appraisal and
selective retention.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.8 MAINTENANCE
The activity of performing legally requiredvoluntary actions on assets owned or used by the agency aimed at preventing unsafe conditions, advancing
reducing equipment decline/failure, and avoiding unnecessary loss. Includes routine, preventive, scheduled and unsephaéduodedathtion and abatement.
Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

DISPOSITION RETENTION AND
NC&E:EFESXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012039 | Maintenance¢ Major and/or Regulated Retainfor 6 years after asseto | NONARCHIVAL
Rev. 0 Records documentingll major maintenanceANDall regulatedmaintenance(requiredby | longer owned by agency ESSENTIAL
regulatory agencieand/or local, state or federal statute and/or cowtder/rule) which is then OPR
performed on assets owned, used, or maintained by the agémoyder toensurethe full Destroy.
dza S T dzf f A T Sstrutdires érid $fraktraGuy@diddifgs, roads, bridgesehides/
vessel&ircraft, equipment, IT hardware, et¢. Includes work performed bgontractors.
Includes, but is not limited to:
e Instructions, maintenance manuals, vendor statements;
o Maintenance/repair history (logs, summaries, reports, etc., whiety also include non
regulated minor maintenance);
 Original defect and inspection repgrt
e Service, repair and maintenance recofdsgulated and/or major);
e Work orders;
e Related correspondence
Excludes:
¢ Maintenance records coveredore specificallyin CORE and sector schedules, such as
GS201031andGS202-044;
e Capital improvements (redesigns, remodels, renovations, improvements, betterments, al
increases in efficiency) covered by G88aL0, Construction Project Files
¢ Contracts and agreements covered in the Contracts/Agreements section;
e Financial recorsl covered in the Financial Management section.
Reminder: If a record serves multiple purposes (such as an invoice that itemizes costs of §
anddocuments maintenance performed), it must be retained according to the longer of the
applicable retentiomperiods.
Pager50f178
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.8 MAINTENANCE
The activity of performing legally requiredvoluntary actions on assets owned or used by the agency aimed at preventing unsafe conditions, advancing
reducing equipment decline/failure, and avoiding unnecessary loss. Includes routine, preventive, scheduled and unsephaéduodedathtion and abatement.
Excludes records documenting financial transactions which are covered in the Financial Management section of CORE.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2012040
Rev. 0

Maintenance¢ Minor Non-Regulated

Records dagmenting maintenance performeoin assets owned, used, or maintained by t
agency that isninor in natureand NOT required bya regulatory agency Includes minor
maintenance orstructures and infrastructure (buildings, roads, bridges, equipment,
vehicles/vessels/aircraft, IT hardware, 8tdncludes work performed by contractors.

Minor non-regulated maintenane may include, but is not limited to:

e Custodialfloor and window cleanindawn/gardening, indoor plant care, etc.;
e Painting, furniture upholstery/refinishing, etc.;

« Vehicle and equipment oil changes, tuaps, filters, tires, etc.

Recordsnclude, butare not limited to:
e Service, repair and maintenance recofdsnor norn-regulated;
e Relatedcorrespondencework orders, lists/logs and reports.

Excludes:

e Maintenance records coveradore specificdly in CORE and sector scheduls;h as
GS2012039andGS2012031,

e Capital improvements (redesigns, remodels, renovations, improvements, bettermen
and increases in efficiency) covered by G880, Construction Project Files

e Pesticide application s@red by GS508-43;

 Contracts and agreements covered in the Contracts/Agreements section;

e Financial records covered in the Financial Management section.

Reminder:If arecordserves multiple purposégsuch as an invoice that itemizes costs of sesvig
and documentamaintenance performed)t must be retainecccording to the longer of the

applicable retention periods.

Retainfor 3 years after end of
fiscal year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.9 PLANNING

¢KS OGAOGAGE 2F aaSaaayd (GKS ySSR F2NE | yR &l NI ((f&ctitled, land Buipin&ns | Q
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).
DISPOSITION
RETENTION AND
NC&EI-EIEREIIDTIN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012041 | Capital Construction ProjectsPreliminary Plans (Project Not Completed) Retainfor 6 years after decisiof =~ ARCHIVAL
Rev.0 wSO2NRa NBfFdAy3a (G2 GKS LINBfAYAYLl NE LI |nottoproceed (Appraisal Required
where the project is not completed then NON'(E)SPSE{ENT'AL
Includes, but is not limited to: Transferto Washington State
« Preliminary drawings and specifications; Archivesfor appraisal and
« Public meeting materials (handouts, comments, etc.); selective retention
e Conmunications between contractors, consultants, public, etc.
Excludes project plans covered by records series in the Acquisition or Construction section
GS5606A01 | IT Aplications¢ Planning and Review Retainfor 6 years after NONARCHIVAL
Rev.2 |Records documenting the planningand pasty Lt SYSy G G A2y NB DA Sfinalization of project NONESSENTIAL
computer software applications, databases, and websites (internet and intranet). then OPR
Includes, but is not limited to: Destroy.
¢ Requirements and objectives documents/statents;
¢ Feasibility studies;
e Charter, cost/benefit analyses, investment plans;
e Postimplementation reviews/evaluations/recommendations.
Excludes noteworthy applications covered®$201236.
Pager770of178
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.9 PLANNING

¢ KS

FOGAGAGeE 2F aaSaaiy3a (GKS ySSR F2NE | yR

vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

8 0 NI {(Sctlitred, land, Huipineng | G

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012042 | LongRange Asset Plan®evelopment) Retainfor 6 years after final NONARCHIVAL

Rev. 0

wSO2NRA NBftFiAYy3a G2 (KS -ranGeBttategldfSigrine 2 T
management of itphysical and intangible assets.

Includes, but is not limited to:

e Forecasting, needs assessmdagsibility studies, surveys and reports;

e Goals and objectives, losrgnge vision;

e Annual review.

Excludes:

e Final versions of longange asset plans covered by G95115;

e Preliminary plans for projects covered 62012041 or GS5618-10;

Excludes finanal records relating to successful levy and bond proposals which are cov
by Financial Transactiong Bond, Grant and_evyProjects(GS2014183).

versioncompleted
then
Destroy.

NONESSENTIAL
OPR
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Washington State Archives Local Governmen€anmon RecordsRetention Schedul€CORE
Office of the Secretary of State Version 3.0 lovemkber 2012)

2.9 PLANNING
¢KS OGAOGAGE 2F aaSaaayd (GKS ySSR F2NE | yR &l NI ((f&ctitled, land Buipin&ns | Q
vehicles, supplies, hazardous materials, etc.) and intangible assets (copyrights, easements, water and timber rights, etc.).

DISPOSITION RETENTION AND
NCﬁE—E'gTSZN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5107-15 | LongRange Asset Plans (Final Version) Retainuntil superseded ARCHIVAL
Rev.1 |CAYylIf @SNRAAZ2Y -arbe sirdte§ic dla@) i@ enanagerhedt\ofits physical then (Appraisal Required)
and intangible assets. Transferto Washington State NON'(E)SPSE{ENT'AL
Includes, but is not limited to: Archives for apmisal and
« Capital facilities/improvement plans; selective retention.
e Comprehensive solid waste plans prepared in accordanceRGW 70.95.080
e Environmental and conservatigrians
e Transportation plangsuch acomprehensive transportation plans approved by the
legislative body in accordance wiRCW 35.77.010'ransportation Improvement Plans
(TIP) prepared in accordance wRCW 36.81.122Annual Construction Program (RC
prepared in accordance witRCW 36.81.13@tc.).
Excludes
e Plans retained as part of the records of the governing body and retained in accordar
with GS5605A:13, Meetingsg Govening/Executive;
e Plansheld by thecounty engineerandcovered byGS2012031;
e Agencywide strategic plans covered by GS2M@BD;
e Project plans covered in the Construction section.
GS201043 | ShortTerm/Routine Asset Plans Retainuntil no longer needed | NONARCHIVAL
Rev.0 |Records reiting to the routine, shori SNY LX | yY Ay 3 |y R YL yI 3foragency business NONESSENTIAL
physical and intangible assetghere not covered by a more specific records series. then OFM
Excludes project plans covered by recordsesein the Acquisition or Construction section. Destroy.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.10 REPORTING

The activity of providing information as required by regulating authorities. Also includes irggemaly reporting and voluntary reporting. Excludes

published reports covered in the Forms and Publishing section.

DISPOSITION

RETENTION AND

NSIL\JATBHEgIRzg:N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012044 | Reporting/Filing (Mandatory) Assets Retainfor 6 years after report ARCHIVAL
Rev.0 Records which are required to be filed with, or submitted to, an outside agency (includj or document submitted (Appraisal Required
the legislative authority) by federal, state or local law, or by court order/mildch are then NONESSENTIAL
related to the agenad® & | & & S (i & X not-cgvReddyKainOré spechidSrecords serie| Transferto Washington State OPR
Includes, but is not limited to: Archives for appraisal and
« Reports/forms/certificates/lists; submission confirmation, correspondence, inquiries,| Selective retention.
¢ Relocation assistancedal property acquisition and digdement activities reports
submitted to federal agencies in accordance VIhCFR § 248nd WAC 468L.00-009;
e Bridge and road inspectiomfaintenance reportgplansrequiredto be submitted or filed
with a regulatory agencly federal and/or state statute
Excludes records held tiye county engineeandcovered byGS2012031
2. ASSET Page80of 178

MANAGEMENT
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Version 3.0 lovemkber 2012)

2.11 SEC
¢ KS

URITY
FOGADGAGE 2F LINRGSOGAY3I (GKS 201Kt 3208

(motor pool cards, transit vehicles, gi@and information systems (§bftware, networks, etc.).

NY YSy il | gsSsgrodsQppwel pladtsS miaek
facilities, transit centers, etc.), infrastructure (roads, sidikw, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equ

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS201002 | Authorization¢ EmployeeAccess

Retainfor 6 years after

NONARCHIVAL

Rev.1 |Records documenting theuthorizationof employee (includes contractors and volunteers i SNXY Ay | G A2y 2 F ESSENTIAL

access to agency structures, infrasturet, equipment, supplies, electronic systems, or OPR
networks, applications, electronic and physical records/data. 6 years after system or asset n

Includes, but is not limited to: longer in usewhichever is

» Requests and approvals for access and permissions; sooner

e Assignment of security identification badges, building/card keys, access codes, etc. then

OEOf dZRSA GRFE 2y ¢ | dzi K2 NJdtch idsherto/cantractiaddd di DESTOY
temporary employeesvhichare covered by GS506B-20.
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2.11 SECURITY

¢ KS

FOGAGAGE 2F LINRPGSOGAY3 (GKS 201t 320SNYYSy
facilities, transit centers, etc.), infrastructure (roads, sidikw, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equ

(motor pool cards, transit vehicles, gi@and information systems (§bftware, networks, etc.).

I gsSsftd@sQmbwel paitsS Ha

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS2016008
Rev. 1

Security Incidents and Investigations

Records documenting security incidents and investigations relatiageacy structures,
infrastructure vehicles, equipment, supplies, electronic systems, networks, applicationg
electronic and physical records/data.

Incident documentatiomnmay include, but is not limited to:

e Intrusion and event logs; surveillance recordings; photographic evidence;
e Weapons confiscation logs; vandalism reports; voiaid messages;
e Staff/contractor/volunteer/visitor access/entry logs, swipe card data, login records, e

Investigation documentatiomay include, but is not limited to:

e Witness (and other) statements;

e Reports (to law enforcement, agency management, raiud) authority, etc.);

e Corrective action taken; decision not to proceed with investigation;

e Correspondence, notes, recorded information.

Excludes accidents/incidents involving injuries to individuals which are covered in the Risk
Management or Industridhsurance sections.

Retainfor 6 years after
investigation completed or
matter resolvedwhichever is
later

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.11 SECURITY

¢ KS

FOGAGAGE 2F LINRPGSOGAY3 (GKS 201t 320SNYYSy
facilities, transit centers, etc.), infrastructure (roads, sidikw, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equ

(motor pool cards, transit vehicles, gi@and information systems (§bftware, networks, etc.).

I gsSsftd@sQmbwel paitsS Ha

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5006B-20
Rev.l

Security Monitoringg Employee and Publiéccess

Records documenting employee (includes contractors and volunteers) and public acce
agency structures, infrastructure, equipment, supplies, electronic systems, networks,
applications, electronic and physical records/data.

Includes, but is not limited to:

e Staff and visitor access/entrgds, swipe card data, etc.;

e Information system login records (audit logs), etc.

Excludes surveillance recordings covered by @888 and routine security monitoring
covered by GS201009.

Note: If an incident occurs, records are covere@$201808or other relevant investigation
case file series.

Retainfor 3 years after date of
report or last log entry

then

Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

GS2016009
Rev.l

Security Monitoringg Routine
wSO2NRA NBfFdAy3a (G2 GKS NRdAziAyS &SOdzNA
information systems (network/system/data).
Includes, but is not limited to:
e Intrusion and event log$ntrusion alarm reports, etc.
e Securitypatrol logs.
Excludes records covered by GB8B20 and GS506B-18.

Note: If an incident occurs, records are covere@$2016008or other relevant investigation
case file series.

Retainuntil determined that no

security incident has occurred
then

Destroy.

NONARCHIVAL
NONESSENTIAL
OFM
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Office of the Secretary of State

Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

2.11 SECURITY

¢CKS OGAGAGE 2F LINRBGSOGAY3a GKS 20t IF2BSNYYSyi
facilities, transit centers, etc.), infrastructure (roads, sidikw, bridges, runways, helipads, water, sewer, drainage and lighting systems, etc.), equ

(motor pool cards, transit vehicles, gi@and information systems (§bftware, networks, etc.).

I gsSsftd@sQmbwel paitsS Ha

DISPOSITION
RETENTION AND
NGaTBI-ElgFEIIDTXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5606B-18 | Security Monitoringg Oversight/Surveillance Recordgs Retainfor 30 days after last NONARCHIVAL
Revl [{ SOdzNRG& NBO2NRAY3IA Y2yAl2NAy3 (GKS | 3S|recording NONESSENTIAL
etc.,where not covered by a more specific records series. or OFM
Includes, but is not limited to: until determined that no
« Audio/visual recordings (digital or analog):; security incident has occurred,
« Data generated by navigational and/or tracking devices used to track and/or verify v| Whichever is sooner
routes, locations, or actions, such as Global Positioning System (GPS) tracking datg then
automatic vehicle locator (AVL) data, etc. Destroy.
Excludes surveillae recordings covered in sectachedules.
Note: If an incident occurs, records are covere@$201808or other relevant investigation
case file series.
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2.12 USAGE AND OPERATIONS

The activity of the local government agency (staff, contractors and volunteers) using (ongtantporary authority to use) its assets (buildings,

vehicles, equipment, goods, materials, resources, etc.).

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2016004 |IT Automated/Scheduled Tasks Retainuntil no longer needed | NONARCHIVAL
Rev.1 |Records relating to scheduled, computiniven tasks including, but not limited to: for agency business NONESSENTIAL
« Event logs; then OFM
e Run reports and requests; Destroy.
e Task schedules
e Successful completion reports.
GS201@05 |IT Helpdesk Requests Retainfor 1 year after NONARCHIVAL
Rev.1 |Records relating to employee (includes contractors aridnteers) requests for advice and finalization of request NONESSENAL
assistance in using information technology systems and applications. then OFM
Note: Maintenance and repair of IT hardware is covered by ®@20120390r GS2012040. Destroy.
GS5006A05 | IT Systems Usage Retainfor 1 year after activity | NONARCHIVAL
Rev.2 |[wSO2NRa NBtFGAy3a G2 GKS dzalr3asS 2F GKS || then NONESSENTIAL
systems to ensure appropriate use. Destroy. OFM
Includes, but is not limited to:
e Internet activity logs (sites visited, downloads/uploads, video/audio streaming, etc.);
e Fax and telephone logs.
Note: Thecontentof records created or receiydy employees (includes contractors and
volunteers) must be retained for the current approved minimum retention period(s).
GS5606B09 | Operating Manuals Retainuntil disposition of assetf NONARCHIVAL
Rev. 1 |Operating manuals, specifications, vendor statements, and other related documentatig then ESSENAL
assets owned, used or maintained by the agenbgre not covered by a more specific Destroy OFM
records series in CORE or sector schedules or
Transferto new owner.
PageB50f178
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2.12 USAGE AND OPERATIONS

The activity of the local government agency (staff, contractors and volunteers) using (ongtantporary authority to use) its assets (buildings,

vehicles, equipment, goods, materials, resources, etc.).

DISPOSITION RETENTION AND
NC&EI-EIEREIIDTIN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS2012045 | Usage and Dispersal (Assets) Retainfor 4 years after end of | NONARCHIVAL
Rev.0 [wSO2NR&a NBflIGAYy3 G2 GKS RAALISNEIf | yR |fiscalyear NONESSENTIAL
rented, leased and/or maintained by the agency or OPR
Includes, but is not limited to: until completion of State
« Energy usagmeasurements; Audu 2 Bdandinationreport,
« Facility, equipment and vehicle use requests, checkout logs, rental/use schedules, | Whichever is sooner
statistical reports; then
e Fuel/oil usage and dispersal data; pump/tank audit reports; mileage data, etc.; Destroy:.
o Materials disbursement, supplies drawn from central stosderes reports, etc.;
e Pit and quarry material control files.
Excludes services (public utilities, transit, housing, etc.) covered in sector schedules.
Excludes authorizations issued by the local government agency (permits, certificates, licen
etc.),which are covered in sector schedules
b2GSY [ 2y iNF OG&aX FANBSYSyida FyR LISNX¥AGA
in the Contracts and Agreements section.
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3. FINANCIAL MANAGEMENT

¢KS FdzyOlAzy 2F YIylr3aiay3a GKS 20t 3F2@0SNYyYSyd 3Syod0eqa FAYIYyOAlFf NBaz
3.1 ACCOUNTING
The actiuty relating to the creation of financial records of agency business transactions and the preparation of statements cdheesngggs,
liabilities, and performance of the local government agency.
DISPOSITION
RETENTION AND
NCuTB:ng:N) DESCRIPTION OF REC®RD DISPOSITION ACTION DESIGNATION
GS5102-01 | ACCOUNTS PAYABLE CONTROL WORKSHEET 1 month NONARCHIVAL
Rev.0 |Lists invoice totals and taxedJsed to balance against computer generated warragtster. NONESSENTIAL
OFM
GS5603B10 | APPLICATION FOR DUPLICATE INSTRUMENT, AFFIDAVIT, AND BOND 6 years NONARCHIVAL
Rev. 0 |Authority to issue duplicated check or warrant in caééoss or destruction. Notarized oath NONESSENTIAL
that original was lost or destroyed and request for replacement. OPR
GS2012046 | Billing Stuls Retainfor 4 years after endfo NONARCHIVAL
Rev. 0 |Records accompanying payments submitted by custertethe agency noting the fiscal year NONESSENTIAL
amounts, methods, and/or details othe paymens (billing stubs, remittance advices, or OFM
payment stubs, etc.). until completion of State
Note: Billing stubs bundled or filed with records requiring longer minimum retention period Aut_jitor'sex-amination Report,
(such as GS2041184 or GS201183) must be retained for the longer retention period(s). whichever is sooner
then
Destroy.
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3.1 ACCOUNTING

The actiuty relating to the creation of financial records of agency business transactions and the preparation of statements cdheexagas,
liabilities, and performance of the local government agency.

DISPOSITION
RETENTION AND
NC&EE'ETSXN) DESCRIPTION OF REC®RD DISPOSITION ACTION DESIGNATION
G2011-182 | Capital Asset Record Retainfor 4 years after NONARCHIVAL
Rev.0 Tracking recordreated by the local govenment agency for each of its capital assets as | disposition of asset NONESSENAL
required by theOffice of theState Auditor in accordance wiRCW 43.09.200 or OPR
Includes information summarizing: disposition of asset and
« Acquisition (when & how purchased or constructed, purchase price); completion of State Auditor's
« Improvements; examination reportwhichever
« Depreciation; IS sooner
« Deductions; then
« Dispsal (when & how disposed of, expenses related to the sale, etc.). Destroy.
GS5603B06 | CHECK STUBR® DUPLICATE COPIES 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS2012047 | Collection Agency Reports Retainfor 4 fiscal years NONARCHIVAL
Rev. 0 |Reports receied from collection agencies itemizing collections activities performed on | or NONESSENTIAL
behalf of the local government agency. completion ofState Auditor's OFM
examination reportwhichever
is sooner
then
Destroy.
GS5603A10 | DISTRIBUTION OF EXPENDITURES 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
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3.1 ACCOUNTING

The actiuty relating to the creation of financial records of agency business transactions and the preparation of statements cdheexagas,

liabilities, and performance of the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF REC®RD

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5003B-14
Rev.l

Financial Disputes and Collection&eneral
wSO2NRA NBfFiAy3 G2 GKS F3SyoOeQa whergmhoy
related to real property ownershipand where civil litigation hasot commenced.
Includes, but is not limited to:

e Accounts receivable and payable;

e Checks/warrants returned due to nesufficient funds (NSF);

e Correspondence,atices, invoices/statements, account closure;

e Damage and loss claims (purchasing);

« Settlement documentation.

Excludes hearing examiner case files covered pGES 73
Excludes collectioriavolvingreal property covered by GSEBA09.

Note: If litigaton commences, these records become part eflitigation case file and are
covered by GS5®-04.

Retainfor 6 years after matter

resolved

then

Destroy,.

NONARCHIVAL
NONESSENTIAL
OPR

3. FINANCIAL
MANAGEMENT
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3.1 ACCOUNTING
The actiuty relating to the creation of financial records of agency business transactions and the preparation of statements cdheexagas,
liabilities, and performance of the local government agency.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF REC®RD DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
G2011-183 | Financial Transactiong Bond, Grant and Levy Projects Retainfor 6 years after final NONARCHIVAL
Rev.l Recordslocumenting all resources received and expended by the agency for,demd, | bond payment NONESSENTIAL
and/or grantfunded projects or OPR
Includes, but is not limited to: 6 years after Qompletlon of
 Cancelled (and voided) checks, credit card slips, project cost recordfagtcapital levy/grant project

assets constructed by the local government agency; or

« Contracts and agreementsar non-capital assets onjyincludes negotiations, compliang terms of grant agreement,
monitoring, etc; whichever is ladr

e Documents supporting purchase/acquisition/construction and disposition/salessprice then

« Financial statements and reports (cash receipts transmittaiy dash report/summary, | Destroy.
expenditure transactions, treasurer/finance officer reports, etc.);

e Grantscholarshipannouncements, applications, evaluation summaries, award
notifications, etc., for fundawardedor receivedoy the local government agency;

e Progct cost/expenditure tracking record (staff time, etc.);

« Registers and journals for all funds and functions (including numerical listing of
checks/warrants/vouchers, etc.);

e Revenue bonds and coupons, registers, etc.;

e Trust indenture, loan agreement, etc.

Excludes

« Contracts and agreemenisvolvingli K S I ®&piyalassetsihich arecovered by
GS5-05A06and GS201-169,

¢ General and subsidiary ledgers covered by G&5815;

» Unsuccessful grarfdcholarshipapplicationscovered by GS503GO07.
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3.1 ACCOUNTING

The actiuty relating to the creation of financial records of agency business transactions and the preparation of statements cdheexagas,

liabilit

ies, and performance of the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF REC®RD

RETENTION AND
DISPOSITION ACTION

DESIGNATION

G2011-184
Rev.l

Financial Transaction¢ General
Records documenting all resources received and expended by the gyended that
receipts and expenditures are not for bond, grant or levy projects

Includes, but is not limited to:

e Purchase and sales (purchasef/field orders, bills of sale, receipts, cash books, remitt
advices, vouchers, fiscal purchasing/receiving documents, etc.);

e Billing statements; billing summaries (registers/ledgeadjustments to accoun{error
corrections overpaymentefunds, conservation rebates, etcdelinquent accounts lists

e Financial statements and reports (cash receipts transmittals, daily cash report/sumn
expenditure transactions, treasurer/finaaofficer, etc.);

e Registers and journals (general and subsidiary) for all funds and functions;

e Check/warrant registers;

e Petty cash.

Excludes:

e Levy, grant, and bondfunded transactions covered [§¥S2011183

e Utility meter readingsovered in thaJtility Services Records Retention Schedule
e General and subsidiary ledgers covered by G&#015;

e Contracts and agreements;

 Annualfinancial repors covered by GS503D-02.

Retainfor 6 years after end of
fiscal year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

3. FINANCIAL
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3.1 ACCOUNTING

The actiuty relating to the creation of financial records of agency business transactions and the preparation of statements cdheexagas,

liabilities, and performance of the local government agency.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF REC®RD

RETENTION AND
DISPOSITION ACTION

DESIGNATION

GS5603A15

Generaland Subsidiaryedgers

Retainfor 6 years after end of

NONARCHIVAL

Rev.l | Generaland subsidiaryedgersdocumentingd KS I 38y 0& Qa | aa $d a x|fiscalyear ESSENTIAL
expenditures, gains and losses. or _ OPR
b2GSY LT &2dNJ F 38y 08 leaked cantadt WasHyNEStaE Nihives i| & Years aftefinal bond paymen
before destroying or .

6 years after completion of
levy/grant project
or
terms of grant agreement,
whichever idater
then
Destroy.
GS5603C07 | Grant/Scholarship Applicationg Not Approved Retainfor 1 yearafter NONARCHIVAL

Rev.1 Records relating to unsuccessful grant and scholarship applications received or submi notification of denial receivedr| NONESSENTIAL
the local government agencyrRecords may include applications, exalons, denial sent OFM
notifications, etc. then

Destroy.
GS5603B09 | STATEMENTS OF B@NDOTHER COLLATERAL SECURITY POSTED BY BANK (or ¢ 3 years NONARCHIVAL

Rev. 0 depostory) NONESSENTIAL

OPR
GS5003A-28 | TRIAL BALANCES 3 years NONARCHINL
Rev. 0 NONESSENTIAL
OFM
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3.1 ACCOUNTING

The actiuty relating to the creation of financial records of agency business transactions and the preparation of statements cdheexagas,

liabilities, and performance of the local government agency.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF REC®RD DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5505B-32 | UNCLAIMED PROPERESEARCH/INVESTIGATIVEGHUBRIDS HELD BY THE AGENCY 6 years after property claimed | NONARCHIVAL

Rev.0 |Research and investigation records documenting unclaimed property retained by the a NONESSENTIAL
until it is returned to its owner, including property returned to its owner prior to the OPR
completion of the abandonment period and property transferred to age@en Fund after
termination of the abandonment period. May include correspondence, registered mail
receipts, last known address, copy of check and amount, etc.

GS5505B-33 | UNCLAIMED PROPERESEARGNVESTIGATIVE BLEUNDS REMITTED TO 6 years after property deemed| NONARCHIVAL

Rev.0 |DEPARTMENT OF REVENUE abandoned and funds remitted] NONESSENTIAL
Research and investigative records created to track attempts to contact individuals of uncl{ to the Department of Re\enue: OPR
property for funds remitted to the Dept of Rev. May include correspondence, register mail
receipts, last known addressopy of check and amount, etc.
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3.2 AUDITING

¢CKS OGAGAGE 2F OSNATFeAy3dI (GKS | OOdzNIsOe 2F GKS €20t 3I2B8SNYyYSyi
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5603F01 | AUDIT SUBJECT/REFERENCE FILES Destroy when obsolete or NONARCHIVAL
Rev.0 |Cumulative data on departmésiand audit issues superseded NONESSENTIAL
OFM
GS5003F02 | FISCAL AND PERFORMANCE REPORTS 6 years ARCHIVAL
Rev. 0 | Firal report of audit findings (Appraisal Required)
NONESSENTIAL
OPR
GS5003A26({ ¢! ¢9 ! | 5L¢hwOREPORT! aLb! ¢Lhb Retainuntil no longer needed NONARCHIVAL
Rev.l Note: This record is retained permanently by the Office of the State Auditor in accordance | for agency busiess NONESSENTIAL
records retention schedule. then OFM
Destroy.
GS5603F03 | TECHNICAL REFERENCE MATERIAERNAL AUDIT Destroy when obsolete or NONARCHIVAL
Rev. 0 | Audit related publications and documents gathered for reference. superseded NONESSENTIAL
OFM
3. FINANCIAL Page94of 178
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Version 3.0 lovemkber 2012)

3.3 AUTHORIZATIGGERTIFICATION

The activity of granting and/or receiving permission or approval in relation to financial management.

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5003B 11 | DELEGATION OF AUTHORNLY SIGNATURE RECORDS Destroy when superseded plu§g NONARCHIVAL
Rev.0 [Includes written delegation of authority to specific individuals to sign documents and | years NONESSENTIAL
financial instruments, and to make decisions acting in lieu of a superior officer. Recorq OPR
include samples of signatures.
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Local Governmen€anmon RecordsRetention Schedul€CORE

Version 3.0 lovemkber 2012)

3.4 BANKING

The activity of transacting monetary exchanges with a financial institution.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION EECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

G2011-185
Rev. 0

Banking¢ Accounts and Transactions
wSO2NRA& NBfIlGAy3
Includes, but is not liited to:

e Deposits and withdrawals (including Electronic Funds Trand@&E), International

Money Transfers (IMT), Automated Clearing House (ACH), etc.);

e Statements (bank, dividend, investment, etc.) and reconciliations

e Records documenting the status of and adjustments to accounts

e Stop payment reports/requests (and suppod documentation);

e Checks and warranissued bythe agency (if returned by bank).

Excludes

e Master depository contracts covered by GSHO11.

e Cancelled and voided checks for capital assets constructed by the agency which are
covered byG2011-183, Finarcial Transactiong Bond, Grant and Levy Projects.

e Deposited items covered by G&11-186.

G2 GKS |3SydeqQa ol ylaA

Retainfor 6 years after end of
fiscal year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

G2011-186
Rev. 0

Banking¢ Deposited Items
Negotiable instrumentgeceivedby the agency and deposited to the bank in a different
format.

Includes, but is not limited to:

e Original paperchecks/warrants imaged using Remote Deposit Capture (RDC) or Im4g
Cash Letter (ICL), or returned by the bank after redemption;

e Imagesof checks/warrants createnh lieu of depositing the original item (such as imag
cash letter (ICL)).

Excludes checks returned to agency due to-sofficient funds covered by GSB3B-14.

Retainuntil depositverified by
bank

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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3.5 BUDBGET
¢CKS OGAGAGE 2F RSGSNN¥YAYyAY3A SadAyYlFidiSa 2F GKS 20Kt 3I208SNYYSyid |
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5603D0-01 | ANNUAL ESTIMATE OF REVRANDEEXPENDITURES 2 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5003D-03| BUDGET DEVELOPMENT OR WORKISG FILE Destroy when obsolete or NONARCHIVAL
Rev. 0 |Background information and draft documents compiled in the course of budget preparg superseded. NONESSENTIAL
OFM
GS5003D-04 | BUDGET FOREEIREPORTS 1 year NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5003D0-05 | BUDGET OFFICER'S MONTHLY REB@ROIVERNING COUNCIL, COMMISSION, OR | 6 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OPR
GS5003D-06 | BUDGET STATUS REPORT 3 years or until completion of NONARCHIVAL
Rev.0 |Includes all types of periodic budget status reports compiled by all units of localgovern{ G I 4 S ! dzRA (i 2 NX] NONESSENTIAL
as per statute, charter, or agency policy. report OFM
GS5003D-07 | DEPARTMENTAL BUDGET REQUESTS 2 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5003D-08 | FINAL BUDGET Clerk of governing council, ARCHIVAL
Rev. 0 commission or board (Appraisal Required)
OFM
GS56030-10 | PREIMINARY BUDGETS 2 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
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3.6 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
RETENTIOAND
AUTHOR
iy (BTXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
GS5003E01 | AUTHORIZATION FOR PAYROLL DEDUCTIONS Termination of authorization NONARCHIVAL
Rev. 0 plus 6 yars NONESSENTIAL
OPR
GS5003E02 | BENEFIT DETAIL REPOGRASROLL 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5003E05 | DIRECT PAYR@HEPOSIAUTHORIZATION Until transferred to cancellatiof NONARCHIVAL
Rev. 0 file NONESSENTIAL
OFM
GS5003E06 | DIRECT PAYR@HEPOSIAUTHORIZATION CANCELLATION 4 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5003E07 | DIRECT PAYR@MHEPOSIENROLLEES DETAIL DATA 1 year NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5003E08 | DIRECT PAYR@HEPOSIHASH SHEET 1 year NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5003E09 | DIRECT PAYROMEPOSIPRENOTE DATA 1 year NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5003E10 | DIRECT PAYR@HEPOSITRANSMITTAL LISTINGS 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
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3.6 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
RETENTIOAND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5603E15 | INDIVIDUAL EMPLOYEE IRISTORY If used for retirement NONARCHIVAL

Rev.0 |May be used for verification of eligibility for retirement benefits verification- 60 years. If NOT ESSENTIAL
used for retirement verification OPR

Note: Either the individual employee pay history or the payroll register must be kept for lor|
term verification of retirement eligibility.

- 3years

GS5603A17 | INTERNAL REVENUR\BEE (IREPRMS 4 years NONARCHIVAL

Rev.0 [1099- INT 941 Employer's Quarterly Return\&/- Employer's Copies of Federal NONESSENTIAL
Withholding Tax Statement W - Employees Withholdingxemption Certificates W - OFM

Request for Taxpayer ID Number and Certification

GS5603E16 | LABOR AND INDUSTRIES REPORT ON PAYROLL 3 years NONARCHIVAL

Rev. 0 NONESSENTIAL
OFM

GS5603E17 | LEAVIBUYBACK ACCEPTANCE FORMS 6 years NONARCHIVAL

Rev. 0 NONESSENTIAL
OPR

GS5603E18 | LEAVE SHARIRGTHORIZATION 6 years NONARCHIVAL

Rev. 0 NONESSENTIAL
OPR

GS56003E19 | LISTINGS OF PAYROLIUBENS 3 years or until completion of | NONARCHIVAL

Rev. 0 Includes medical insurance {GFGS ! dzRA (G 2 NX] NONESSENTIAL
report OFM

GS5603E20 | MEDICAL INSURANREPORTFAYROLL 3 years NONARCHIVAL

Rev. 0 NONESSENTIAL
OFM
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3.6 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
RETENTIOAND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5603E21 | OLD AGE SECURITY INSURANCERBSRTS 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5603A-32 | PAYROLL OR EXPENSE CHECQRBEBIG 3 years NONARCHIVAL
Rev.0 |Log or sheet that is signed by person pigkip payroll or expense checks. NONESSENTIAL
OFM
GS5603E22 | PAYROLL REGISTER If used for retirement NONARCHIVAL
Rev.0 |May be used for verification of eligibility for retirement benefits verification- 60 years. ESSENTIAL
Note: Either the individual employee pay history or the payroll register must be kept for lor If NOT used for teement OPR
term verification of retirement eligibility. verification- 3 years
GS5603A-33 | PERSONNEL FUND MONITORING REPORTS 6 years NONARCHIVAL
Rev. 0 |Reports document financial transactions state-monitored personnel fundscluding NONESSENTIAL
Health Care, Industrial Insurance, Unemployment, Special Employment and Group Te OPR
Reports document that the fund is being monitored and used accordiagtiyare required
by the State of Washington.
GS5603E23 | RECORDS OF ATTACHMBIRTSARNISHMENDE SALARIES OR WAGES Satisfaction plus 6 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OPR
GS5604A07 | SALARY SCHEDUENRPLOYEE Destroy when superseded plug  ARCHIVAL
Rev. 0 years (Appraisal Required)
NONESSENTIAL
OFM
GS5603E29 | STATE DEPARTMENREFIREMENT SYSTEMS APPLICANDNREORTS 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
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3.6 PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

DISPOSITION
RETENTIOAND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS5603E24 | STATE EMPLOYEES RETIREMENT TRANSMITTAL 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
GS5603E25 | SUPPORTING DOCUMENTS AND REPRARYFSOLL Retainfor 4 yearsafter end of NONARCHIVAL
Rev.l Documentation of status of and adjustmentspayroll accounts fiscal year NONESSENAL
OFM
or
until completion ofState
| dzR A éxaniid@tidnreport,
whichever is sooner
then
Destroy.
GS5603E04 | TIME CARDS/TIME SHEETS If used for retirement NONARCHIVAL
Rev.0 | Daily, weekly, or monthly time accumulation reports. May be used as retirement verification- 60 years. If NOT ESSENTIAL
verification. used for retirement verification OPR
Note: Retain for 60 years if employee pay histories or payroll registers are not used for |- 4 years Time records subject
retirement verification. to federalaudit should be
retained per federal
requirements.
MANAGEMENT
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3.7 PLANNING
The activity relating to planning financial strategies and processes in regard to re\arliespenditures. Includesrdlevy and bond planning
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
GS2012048 | Impact Fees - Rate Setting Retainfor 6 years after rates NONARCHIVAL
Rev.0 |Records relatingp setting impacfee ratesfor the collection of taxes by regulatory superseded NONESSENTIAL
authorities Includes inquiries, notifications, etc. then OPR
Includes, but is not limited to, feesalculated for collectiopursuant to: Destroy.
e RAV 36.73.120Transportation improvements;
e RCW 39.92.050'ransportation Impact Fee;
e RCW 82.02.050mpact feeg Intent ¢ Limitations
e RCW 36.70A.35Growth Management Act
e RCW 43.21C.068tate Environmental Policy Act
e RCW 58.17.110(2)(I5tate Subdivision Act
Excludes approvaby governing boigs,and capital facilities plansovered elsewhere iICORE
G2011-187 | Internal Service Fund Rate Setting Retainfor 4 years after rates NONARCHIVAL
Rev. 0 |Records relating to setting rates for goods and services provided by the local governm( superseded NONESSENTIAL
agency to itself on a coseimbursement basis through an internal service fund. May then OPR
include motor pools, information technology, purchasing, central stores, duplicating/pril Destroy.
services, etc.
Includes, but is not limited to:
« Costallocation basis;
e Actual costs separated from estimated costs.
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